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veasseveeseseee: INTRODUCTION :eccecccovcces 


The course 


Business Venture is a two- level s peakins and listening oe for 


models. provided’ are e standard American English, although z a variety 
of other native and non-native accents British, Austral an, Jay a 


2 To provide language models that wil ibe pe cine relevant 
students’ real needs. = : : : 


‘There. are, ‘therefore, two elemen 
topic’, and | the ‘ target language’ 


: “scope and sequence chart, 
“how these two are.combi 


SESHEHCOTAHO ETE RTEHE HED OORHERET HEHE SASSO SEHR BBOH 
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CHOOT REHEFOHEHHRESHHEH HE DHORSEOTHHSE SHE HH ER BAREOE 


: ening for. general 
for oe information, inferring the meaning of © 


a rtcular emphasis on vocabulary development, : 
iin a word file section, meting | business-related 


SHTSRHCR TSHR ERR ERT SH SETHE ETH HT HETHSHEETEHHREERE 
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BRECKER AKHHHREEEHERHEEEREEEHAERE HAH OE THEHRHH RAHA 


section, for Student: B, comes after Unit 12 and is cross-referenced. 
with the main text. As the target language presented in Book 2 is 
often more complex than that of Book 1, a grammar file (located 
at the back of the book) has been provided. Where a unit involves 
a tense or structure that may be new or unfamiliar to students, they 
will be referred to the appropriate section of the grammarfile. There 
they will find a clear basic ‘explanation of the point in question. 
illustrated by example sentences taken from different pets of the 
course, a 


Culture File ‘ e : 
Each unit concludes with this section, which presents a wet Tange ae 
of topics of cross-cultural: interest for discussion and provides ‘ 
advice on potentially problematic situations, such as avoiding 
misunderstandings while working in an unfamiliar country. The 
Culture File section should be used to give students.an opportunity 
for relatively undirected self-expression in English however limited 

this may be in the ny Stans © of the course. 


BPRGHHSREREHESKHHRESHAESHH KOH OHSS ESR ER EH ESE R HRT RES 
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CONTACTS 


1 First Listening 
@ 1 Listen. Where are the speakers? Check (W) the right boxes. 
Dialogue One Dialogue Two 
They are in a plane. 
They are at an airport. 
They are at a party. 
They are in a restaurant. 0 Ol 


@ 2 Listen again. Check () the expressions you hear. 


Dialogue One Dialogue Two 
| don’t think we've met. 
Are you going to London on business? oO 
Pleased to meet you. im] 
Do you work here in Chicago? oO 
Would you excuse me? oO 
tt was nice talking to you. Oo 


3 Which of the expressions above can you use: 
a lo Start a conversation? 
b to end a conversation? 


2 Starting a conversation 

@ 1 Fill the gaps, then listen and check your answers. (If your answer is not the 
same as the one on the tape, this does not mean it is wrong. Check with 
your teacher.) 


| don't think we've met. My name's Tim Reed. 
I'm Mike Lam. 


Are you going to Osaka on business? 


Nice party, isn’t it? 
Really nice. I'm 


A 
B: 
A 
B: 
A 
B 
A May I sit here? 
B: 


2 Match the conversation openings (on the left) with the places where they 
can be asked (on the right). The first one is done for you. 


a Have you been waiting long? 1 Ona plane 

b Excuse me, does your company have 2 Ona factory visit 
a stand here? 3 Ona train 

¢ Have you worked here long? 4 Ata trade fair 

d Do you fly a lot? 5 Ata bus stop 

e Excuse me, is this seat free? 


3 Can you think of any more conversation openings? 


3 A short conversation 
1 This conversation between two people is written in the wrong order. 
Number the lines in the correct order. The first one is done for you. 
Pretty good. Who are you with? 
Yes. And you? 
Are you here for the conference? 1 
Glad to meet you. I’m Luis Rosario. 
Nabisco. I’m in the sales division. 
Yes. What do you think of it so far? 
Oh, really? I work for Ajinomoto. My name's Teruo Matsuoka, by the way. 


Romreoaooe 


@ 2 Now listen and check your answers. 


3 Practice the conversation with a partner, using information about you. 


4 Ending a conversation 
@ 1 Here are some different ways of ending a conversation. Listen. 


Dialogue One 
A: Well, it was very nice talking to you. 
B: Yes, we must meet again sometime. 
A: That would be great. Here’s my card. Maybe we can get together next 
time you're in town. 
B: I hope so. And here’s my card. 
Dialogue Two 
A: Well, it was great to see you again, Harry. 
B: Yes. And we should get together again soon. How about lunch next 
week? 
A: That would be great. Give me a call at the office, and we'll arrange a 
time. 
B: Fine. See you next week, Frank. 
Dialogue Three 
A: Your new product sounds very interesting. Could you send me a price 
list? 
B: Yes, of course. I’m very sorry, but would you excuse me? I have to 
make an urgent phone call. 
A: Certainly. 
Dialogue Four 
A: Your new product sounds very interesting. Could you... 
B: Sorry. I have to speak to that woman over there. She's an important 
client. 
A: Ohl ... of course. 


2 In which dialogue(s): 
a do A and B know each other well? 
b does A decide to end the conversation? 
c does B decide to end the conversation? 
d is B impolite? Why? 


3 With a partner, practice Dialogues One, Two, and Three. Can you think of 
any other ways of ending a conversation? 


CPOE OR RHE DARN ERD HORSE HREM REDO KEE RD 


UNITED COLORS 
OF BENETTON. 


vpeneut — saaraee 


1 What do you know about these companies? 


©@ 2 Listen to six people talking about their companies. Number the companies 
in the order you hear them. 


@ 3 Listen again. Write down two pieces of information about each company, 
then compare your answers with a partner. 


4 With a partner, prepare a short description of your company, or of a 
company you know well, then read it to the class. 


SHPO THAR HERA SHEDS RHE RH RERTEHRTDREEH OHH EHS EE 
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6 Continuing a conversation 
1 Match each question with the best reply. The first one is done for you. 


a What do you think of Tokyo? 1 Yes, extremely interesting. 
b How often do you travel abroad? Thank you. 


2 
¢ Are you going to be here long? 3 At the Sheraton. 
d Is this your first trip to Japan? 4 Yes, very well. 
e Do you know Harvey Phillips in sales? \~5__ It’s a very interesting place. 
f Where are you staying? 6 No, Iwas here last year. 
g It's an interesting conference, isn’t it? 7 Just five days. 
h Can I get you a refill? 8 Once or twice a year. 


2 With a partner, think of some more questions and responses you can use 
when you meet someone for the first time. Write them down, and try them 
with other students in the class. 


7 Role play 


1. With a partner, practice meeting someone for the first time at a business 
reception. Use real or imaginary information about yourself. Try to 
continue the conversation for as long as possible, using the table below as 
a guide. 


Begin the conversation 


introduce yourself 


Continue the conversation 
__ (talk about your. company; job, family, ‘hobbies 


2 Practice with a different partner, 


evccccccsesesces CULTURE FILE eeccccccccccccce 


Gestures 


1 Match each picture with a suitable expression. 


5) 


a Could you come here a minute? 
b Could you keep the noise down? 
c Great! 

d I'm warning you. 

e I don’t know. 

f ‘Who, me? 


2 Which gestures are the same in your country? 
Which ones are different? 
Can you think of any gestures that are often used in your country? 


POSSE Hee eeeeeeosHEesTEOHeseseeoeseenesnereSnEeEEES 
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ON THE PHONE 


1 First Listening 


Jim Carrington calls a client, Steve Feldman. 


1 Before you listen, look at the messages above. 


@ 2 Now listen. Which is the right message? 


colled. 


Steve- 
Tim Carrington 


Will call 


@ 3 Listen again. Check (W) the expressions you hear. 


T'm afraid he's not at his desk right now. 


Tm afraid he’s not in the office right now. 


Do you know when he'll be back? 
Do you know where he is? 


Can I take your number? 
Can I take a message? 


Could you tell him Jim Carrington called? 
Could you tell him to call Jim Carrington? 
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- Leaving messages 


While Mark Sim is out of the office, five people call with a message for him. 


@ 1 Read and listen to the messages, then fill in the message slips. The first one 
is done for you. 
a Mrs. Bayliss speaking. Could you please tell Mark that the sales 
presentation was a big success? 
b Hi, it’s Dave here. Could you ask Mark to call me tomorrow morning? 
¢ Good morning, this is Enrique Moreno from HGW Construction. Could 
you tell Mr. Sim I received the catalog he sent me today? Thanks. 
d This is Jan Smith in the President’s office. Could you ask Mr. Sim to 
come and see the President as soon as possible? 
e Fred Fisher from the sales department here. Could you ask Mark to send 
me the July sales report by the end of the week, if possible? 
a 


‘MEMO 


b 


Message for: Si 

From: cn, 
iss 

Message taken by: 


MESSAGE: 


we 


When Mark Sim returns to the office, which message would you give him 
first? Why? 


3 Giving messages 
1 Your boss, Mark Sim, has given you a list of people to call and some 
messages to give them. 


Gaeta Gea a ae 


Please can you Call Some people for me this motning’ 
MR. WONG the breakfast meeting ta canceled 


MRS. ARNOLD - please calt the accous department is. 


OPED OM a sa ise ech 
JEEF FERNANDEZ— Il Meet lum at te golf couse at | fo: 630 


“F 
q 
e 


possible? _. _ 
TOM WILuAms- please fe te bree Ist. be Oter - Mew 
York office 

WENOY CASH- dinner tomorrow ll be at be Grand Hotel 


With a partner, take tums being A, and calling the people on the list. The other 
person. should be B, and answer the call. Use the dialogue below as a model. 


A: Hello, I'm calling on behalf of Mark Sim of TGT. Could 1 speak to Mr. 
Wong, please? 

: I'm afraid he’s not in the office at the moment. 

Do you know what time be'll be back? 

: I'm not sure. Can | take a message? 

Thanks, could you *tell bim the breakfast meeting is cancelled 

: Certainly. I'll give bim the message. 

: Thank you. Goodbye. 

B: Goodbye. 


PREP re S 


(* Remember to use ask when you are making a request, and /e// when you are 
giving information.) 
2 Now try it again using names you know and other messages. 
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4 Telephone manners 


1 


Look at Dialogue One. It sounds impolite. Why? 

Dialogue Two is a more polite way of saying the same thing. With a 
partner, fill in the gaps in Dialogue Two, using the words from the box 
below. 


Dialogue One Dialogue Two 
A: | want to speak to Fred Jones. A. Fred Jones, 
B: He isn’t here. BEF sss csrteteecsgenes ~ He isn’t in the 
office at the moment. 
A: So when will he be there? A: Could you me when 
he'll be . 
B: | don't know. Be Pm ceestiiersotiacics | don't know. 
A: OK. Take a message. A: Could!. . a message, 
please? 
B: Who are you? B: Of course. Your ....... , please? 
A: Im Mike Lam. A: This is Mike Lam. 
B: And what do you want me to B: Thank you. And what is the 
tell him? isa ? 
A: Tell him to call me back before A: im to call 
5:30. me before 5:30, if 


mame back possible tell please sorry afraid leave message 
Hello ask 


Listen and check your answers. 


Now practice the more polite Dialogue Two with your partner. This time 
use your own name and a different message. 


16 


5 Second Listening 


Joe Foster's secretary wrote down some phone 
messages from his answering machine. 


Dick Bonetti (PRT) called about: / annual report. Please call / 
today 434-544-9734, 


4 Marsha Weiss | (Honda) called. / Got your fax. / Will call 
| again before 5:00. 


Hal Davis calted. Please call ;(any time before midnight) / 
: confirm Saturday's golf game. /Mew phone number / 
| «212-725-3438, 


Steve Casey / (CCS Security Systems) called. /Wants 
to meet / this week to show you /proaluct range. /Will 
call again. 


Jill called. / Will meet / today /the usval place. 


"OE RES EIR enc rap ESTEE TOS 


© 1 Listen to the original messages and check the notes, You should find févo 
mistakes. 


2 Now turn the messages into complete sentences, by adding the words in 
brackets, The places where you need to add a word are marked like this 
CP), eB, 

a [the, at, from, him] Dick Bonetti from PRT called about the annual 
report. Please call him today at 06 544 9734. 

b [She, She, from] 

c lis, to, His, him] 

d_ [you, from, He, He, theirl 

e [you, She, at) 


@ 3 Listen and check your answers. 


6 where's Mr. Wallace? 
Play this game with a partner. Take turns being Student A. 
Student A tries to speak to Mr. Wallace by finding the extension number of his 
office. 
Student B circles an extension number — this is now Mr. Wallace’s office. 
(Don't let Student A see which number you choose!) Student B now answers 
Student A’s calls, and gives clues about how far away Mr. Wallace is, e.g., 
A: Hello, is this extension 331? 
B: Yes, it is. Can I help you? 
A: Could I speak to Mr. Wallace, please? 
B: 


Gf he’s on a different floor) Sorry, he doesn’t work in this 
department. 

(if he’s two or more rooms away) Sorry, he’s not here, but I think he’s 
around. 

(if he’s one room away) Sorry, he just went next door. 

(if A gives the right number) This is Mr. Wallace. 


When Student A has found Mr. Wallace, it’s Student B’s turn to ask the 
questions. 

Count the number of cails you make. The person with the fewest calls wins. 
When you have finished, circle another extension number and play the game 
again. 
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7 Word File: telephone talk 


1 


On the left are some expressions you are likely to hear on the telephone. 
Match them with the explanations on the right. The first one is done for 


you: 
a The line is busy. 1 Would you like to wait until the 
b It’s for you. line is free? 
¢ Will you hold? 2 Tom Phillips asked me to call you. 
d_ He’s on another line. 3 He's talking on another telephone. 
e I’m returning your call. 4 He isn’t answering his phone. 
f There’s no answer. 5 He’s talking to someone else. 
g I'm calling on behalf of 6 What is your name, please? 

Tom Phillips. 7 The person phoning wants to talk 
h Who shall I say is calling? to you. 

8 You called me earlier, and now 
I’m calling you back. 


Choose the best expressions from the words in brackets to complete the 
dialogue below. 


ol ae) 


Bob Wilson, please. 

I didn’t catch the name. 
[Sorry?/ What? / Repeat, please.] 
Could | speak to Bob Wilson, please? 
Who can I say i woth 
phoning / speaking / calling] 

Martin Greensmith ..... 
lat / from /with} 

. . Pll connect you. 

{Hold the line / Wait / Don't go away] 

Hello. 

Good morning, could I speak to Bob Wilson, please? 


© 3 Now listen and check your answers. 
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ee eecccoccecesee CULTURE FILE eccccccecee 


1 Look at the pictures of people at work. Does anything about them seem 
unusual to you? 


2 In your country, are there some jobs which are always or usually done by men, 
and others by women? Which ones? With a partner, make a list. Compare your 
answers with the rest of the class. 


3 Do you agree or disagree with keeping some jobs for either men only or 
women only? Why? 
4 Are things different in other countries? 


20 


SCHEDULES AND APPOINTMENTS 


‘> GRAMMAR FILE 1.2, 2.3 


1 First Listening 


Mary Withers calls a business associate, Bill Hoffman, to arrange a meeting. 


1 Before you listen, fill the spaces in the conversation using five of the words 
below. 


having interviewing looking meeting _ saying 
visiting doing leaving eating making 


Mary: I need to see you about the design of the new catalog. Some time 
next week. Monday, if possible. 

Bill: OK. Let me have a look at my schedule. How about 11:00? 

Mary: No, that’s no good, I’m .... 1 a presentation to the board at 
11:15. What about lunchtime? 

Bill: I'm afraid I’m ..? lunch with a client. 

Mary: Are you anything in the afternoon? I think we need 
to discuss this as soon as possible. 

Bill: = Well, 'm 4 for Boston at 5:00. Could we make it 
4 o'clock? 

Mary: That doesn’t give us much time, Bill. How about after lunch? 

Bill: I'm sorry, but I’m > the client's factory after lunch. 

Mary: OK then, Monday afternoon at 4:00. 


@ 2 Now listen to the conversation and check your answers. 
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2 Talking about schedules 
1 Mary made some notes during 


her meeting with Bill Hoffman. Le 25 org. 
The next day, she sent her boss Hep, ES 


a memo about the meeting. a te 
Use Mary’s notes, and the ve, 3. 
expressions in the box below, eesclay 
to complete the memo. Petey é Ay, 
terstay of 
today Fo Selecg 


this Friday v- 

the day after tomorrow EE: 
this weekend “ete, 
next Thursday e442 Petey 
the Tuesday after next 
tomorrow 


TO: Margaret Means DATE: Tuesday October 3 
FROM: Mary Withers 


RE: Newcatalog 


I had a meeting with Bill Hoffman yesterday about the new catalog. I’m 


finalizing the copy 1 and checking the artwork 2. The 
meet ing with the printers is 3. We're taking the 
photographs 4, so I can select the best ones 


5. I hope to get everything to the printer 
&, so the proofs should be ready 


2 While he was in Boston, Bill Hoffman lost the notes of his meeting with 
Mary. He calls her secretary, Anita, the next day, Tuesday, to check what 
was decided. 

With a partner, practice the conversation below. Take turns being the 
secretary. The secretary must use the information in Mary’s memo to. 
respond to what Bill says. 

Bill: Hello. This is Bill Hoffman. 

Anita: Hello, Mr. Hoffman. How can I help you? 

Bill: I need to confirm some details about the new catalog. 
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Anita: 


Bill: 


Anita: 


Bill: 


Anita: 


Bill: 


Anita: 


Bill: 


Anita: 


Bill: 


Anita: 


Bill: 


Anita: 


Certainly. 

We're taking the pictures the day after tomorrow. 
Uh, no, Mr. Hoffman a 
And so Mary is choosing the pictures sometime next week. 
Uh, no, Mr. Hoffman 
Oh, yes, of course. So she’s mécting the printer today. 
Uh, no, Mr. Hoffman 
Oh. But she’s sending the catalog ti to the printer next Friday. 
No, Mr. Hoffman 
Ah, yes. Now I remember. And the printer is sending us the proofs 
next month. 

No, Mr. Hoffman 
Oh. I think I'd better write all this down, Could we go through it 
again, please? 

Yes, Mr. Hoffman. 


3 Pronunciation 


1 


Often we write and say the same sentence in a slightly different way, e.g. 
He is attending a planning meeting. 
He’s attending a planning meeting. 


Now say the following sentences, making contractions like the one in the 
example. 


roe monagee 


‘You are meeting her at 3:00. 

They are not coming today. 

He is arriving by plane. 

We are holding a press conference tomorrow. 
Iam not doing anything this afternoon. 

They are sending us a replacement soon. 

She is giving the presentation on Friday. 

You are not playing tennis next week. 

I am speaking to the board today. 

We are not going home tonight. 


Listen to the tape and repeat the spoken forms. 


Now listen again and mark the main stress in each sentence, ¢.g., 
You're meeting her at 3:00. 
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4 Second Listening 
James Wolf, chairman of the Wolf Media Group, is talking with his assistant, 
Max, about an upcoming trip. 


@ 1 Listen and number the items on his schedule in the correct order. The first 
one is done for you. 


Day Time 


have lunch at a Chinese restaurant Wednesday 
have dinner at @ sushi restaurant e 
visit an art gallery Wednesday 


open a new store 
leave Kennedy Airport = 
appear ona TV talk show Wednesday 
1 arrive at Kennedy Airport Tuesday os 
attend a strategy meeting 2:00 pm 


visit the Wolf recording studios Wednesday 


@ 2 Now listen again and fill the spaces by writing in the day and time for each 
item. 


5 Asking for information 
Put the words in the right order to make questions about schedules and 
appointments, e.g., 
time end What conference the does ? 
What time does the conference end? 


to When Tokyo are flying you ? 

afternoon this Where the is conference ? 
morning are doing you What Thursday ? 
tomorrow leave What your does time train ? 
playing today we time are golf What ? 


WR WN 
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POR TRH HER HRAEH ERE LER GAT AREE ODEO EO HAE EH ERROR ES 


6 A busy man. 
Ed Simpson wants to play golf one day soon. But his diary is pretty full, and he 
needs all day free to play golf. When does he have a free day? 
Student A: Use this page. 
Student B: Turn to page 85. 


Below are eight appointments (1, 3, 5, etc.) taken from Ed’s diary. Student B 
has eight other appointments (2, 4, 6, etc.). To find Ed’s free day, you have to 
exchange information about Ed’s schedule. Take turns telling each other about 
Ed’s appointments. Then write each appointment in the correct place in Ed’s 
diary. Today is Thursday the 14th. Student A starts. 

1 He’s visiting a trade fair tomorrow. 

3 He’s going to a computer show the day after his check-up. 

5 He’s going on a factory tour the day after tomorrow. 

7 He’s attending a planning meeting the day before the baseball game. 

9 Next Wednesday, he's giving a presentation. 
11 He’s having lunch with a client the day after his visit to TDK. 
13 He's going sailing the day after the computer show. 
15 He's driving to the beach for the day the Sunday after next. 


HORST AEUK ESET SRE RET HOR HEGRE TREOHEEH EHR EKER EE HH 
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¢ CULTURE FILE ++ 


National holidays 


When do you have public holidays in your country? 
a_ on religious festival days 

b ona national anniversary, such as Independence Day 
c to honor a famous person 

d_ other reasons 


2 Match the countries below with their holiday traditions. 


a Singapore e Great Britain h China 
b USS. Virgin Islands f Seychelles i Norway 
c¢ Saudi Arabia g Japan j Iceland 
d France 


1 Ifa public holiday is on Tuesday or Thursday, many companies also have 
Monday or Friday as a holiday. 
New Year falls between mid-January and mid-February, but the exact date 
changes each year. 

3 This country has only one public holiday a year. 

4 This country takes a public holiday to hold the annual fishing competition. 


i 


5 The first day of summer is celebrated with a public holiday on April 18. 
6 When a holiday falls on Sunday, Monday is taken as a holiday. 
7 This country celebrates ‘Respect for the Aged Day’. 
8 Some public holidays are called ‘Bank Holidays’. They are always on Mondays. 
9 In this country, the weekly holiday is Friday. 
10 Rolex Regatta Day is one of this country’s thirty-eight public holidays. 


3 Are any of these traditions similar to those in your own country? 


4 What is your country’s most important public holiday? Why? 


ee eooee eeecccccove 


COMPANY PERFORMANCE 


‘> GRAMMAR FILE 4 


1 Fiest Listening 
Michael Li is giving 2 presentation on last month's sales figures at the Kansas 
City branch of Save-o-Mart discount stores. 


1 Before you listen, use the graphs and the words in the bex to complete the 
three sentences. 


value ot sales tm) 


Waive ot soe Cie 


P= crea Ta 
1. Home improvements 


Agel Way D Tay 


2 Stationery 32 Household appliances 


sharply same rose fell slightly remained | 


a Home improvement Sales occ seen eens OG jUSt OVER 
$3,000,000, 

b Tn the stationery section, sales . 

¢ As for household appliances, sales 
$2,430,000. 


about the . 


bo 


@ 2° Listen to the tape and check your answers. 


a 


PESO HORE CHEESES SESE SORES HSE HES EO ROHS EHH OS EOS 


2 Describing graphs 


Look at the description from a financial report on the Japanese: advertising 
agency Dentsu, and use the information to complete the graph below. 


1986 1987 1988 1989 


COCK O PECK HTH OE HET THESE ERTEHTESHESER SES ESHER EDD 
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3 Interpreting data 
1 Lowk at the information below. 


ee 


| 1375 | 1,348 | Lyli | 1073 


Student A’ Complete the paragraph using intormation about the Ford 
Motor Company. 
Smident B: Gomplete the same paragraph using information about the 
Chrysler Corpuration. 

. Use some of the words and phrases bclow to help you. 


If you Jook at the graph, you'l) see that .. 8 production in 1986 
. As you can see, the following year it 

iierenst<) ISGO war a. 
to 


2 Practice presenting the paragraph to each other. Do you agree with your 
paitner’s interpretation? 


SESH T EEO EERE EHO SORE CHEE eoeovoees 


4 Second Listening : 
1 Work with a partner. Look at the table below. Use the data to find the five 
errors in the paragraph which follows. Cross out the errors and write your 
corrections above them. The first one has been done for you. 


The number of cars made by major Japanese manufacturers in the U.S. - 
grew considerably during the geriod 1985-1989. Toyota started 2 
making cars in the U.S. in 1985. In its first year it produced 
14,000 cars. This was much more than Honda, the leading Japanese 
car manufacturer in the U.S. Both Toyota’s and Honda‘ s production é 
fell in 1987 and 1988, (sharply in 1987, but only slightly in t 
1988) . In 1989, however, Toyota’s production rose very sharply - 
from 55,000 to 231,000. Honda, on the other hand, produced 362,000 : 


cars ~ four thousand more than in the previous year 
wha MMO ht 


@ 2 Now listen and check your answers. 


5 Word File: headlines 


Below are some headlines taken from the business pages of different 
newspapers. Which do you think describe: 


a asharp fall? pROFITS PLUNGE IN «1 REET 3 

b a slight fall? ~MOTORINDUSTRY  ¢ WALL AS 4 

€ a sharp rise? 3*Demand for luxury goods MARE PRICES § 

da slight rise? shows signs of weakening E 

e no change? a 

cies Re DOLLAR KEEPS STEADY 

Cost of living ELzcmontcs G, IN CAUTIOUS TRADING « 
soars in rs mae, T s 


quarter 4 7 Investors happy as sales begin to recover 


6 Comparing data 
Look at the table below. Use the information to match the first halves of 
the sentences (a - f) with the correct endings (1 - 6), 


1 


General Motors 1,351, 875 1,443,652 68 
Ford 714,097 758,207 6.2 
Chrysler 274,333 300,893 9.7 
‘Honda 264,706 279,765 5.7 
Toyota 128,546 140,983 9.7 
Diamond Star 91,730 85,205 TA 
Nissan 77,888 74,232 AT 
Mazda” 93,138 64,155 311 

a General Motors... 

b From January through July 1992, Diamond Star's production... 

¢ Ford... 

d_ In the first half of 1991, Nissan’s production... 

e In both periods, Ford produced... 

f In both periods, Chrysler produced... 

1 slightly more cars than Honda. 

2 ...was the second largest car manufacturer. 

3 ...produced more cars than any other manufacturer. 

4 ...over twice as many cars as Chrysler. 

5 ...was 7.1% lower than from January through July 1991. 

6 ...was around 15,000 less than Mazda's. 


Now write three or four sentences of your own, comparing companies in 
the table above. 


Work in pairs or small groups. Read your sentences to the others, but don’t 

read the company name. The others guess the correct company, ¢.g., 

A: In the first half of 1991 this company produced slightly more cars than 
Diamond Star. 

B: Was it Mazda? 

A: Yes. 


Work in pairs or small groups. Write a short presentation of the 
information about two of the companies in the table above. If necessary, 
ask your teacher to help you. Choose one or more member(s) of your 
group to make the presentation to the rest of the class. 
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Graphic designer 
Donald Altman Age 36 


wail get shorter in th 
more and MOL work will be done 


Working hours 


Tell the rest of the class what you t 
h ihe hat you think. 


Aerobics instru 

Sue Coward Age 27 
{teach five classes 2 day and 
work one Saturday @ month. 


oe 


of busiest times are early mornings, 


junchtimes, 4 
in fact, the fimes WI 


ie i 
4 else ign't working. People today try 


tofind time to getexerc! 


week will get any shorter, but we'll 
spend less time at the office. 


Describe 
your work routi 
utine. How is it different from th 
ese people? 


Do you a 
u agree with their predicti 
ae thine will happen a ictions for the future? With 
al 2 
rs. way people work in your - partner, discuss what 
untry in the ni 
ext twenty 


Factory worker 


Ken Davidson Age 24 
66 j pave to get to work DY 8:30. 
We have @ fifteenrminute break at 
40:15. ‘Lunch is at a 


in, in venings OF at 
they Ends. Theyre usualy theo 
a 6 
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DESCRIBING PRODUCTS 


mee 


1 First Listening 
1 Look at the products above. Talk about them with your partner. 


@ 2 Here is an advertisement for one of the products. Listen to the presentation 
and fill in the missing words, 


__# feature: measures 
: : inute 

number of heartbeats per. minu! 

, 99. 

@c 5 only $39. 

"ali these features -for less than $40: it 


e real bo! 
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2 Talking about products 
1. Find the missing words in these descriptions. 


' fashion-conscious joggers. They 
? light and comfortable. They are 

> the best quality materials. They 

.. ‘ air-cushioned soles. 


are ideal for have made of 


b It's ..... .. | business people who are out of the 
office a lot. It’s light and compact, and will easily 
. ? your attaché case, handbag, or pocket. It 
3 connect with all major ‘ntemanionsl 
telephone networks. Batteries are . 


can included. fit into perfect for 


@ 2 Now listen and check your answers. 


3 Match the sentences below with the correct products, 


1 construction 
camera 


It’s ideal for a busy office. 
It’s strong and waterproof. 
The system includes a powerful alarm. 

It's perfect for the security-conscious home owner. 
It’s easy to operate with gloves on. 

It has a copier and an answering machine. 

It's designed for use on construction sites. 

You can lock the door and turn on the lights by phone. 
You can also use it as a telephone. 

You can focus it manually. 


3 home security 


a 
b 
c 
d 
e 
f 
& 
h 
i system 
J 


4 Now cover the sentences in 3. Tell your partner what you can remember 


about each product. 


See hA SASH EHEK TOD 


3 Asking about products 
is Pp 
1 What do you think this is? 


2 Match the questions below with the correct answers. The first one is done 


for you. 

a What's it made of? 1 It has a unique cartridge replacement 

b Who's it designed for? system. 

¢ How big is it? 2 It’s not much bigger than a briefcase. 

d How much is it? 3 It can make high-quality copies. 

e What can it do? 4 It’s very inexpensive. 

f Does it have any special 5 Small businesses are the main 
features? customers. 


a 


Plastic, mainly. 


3 These questions (g — |) have a similar meaning to the questions (a — f) 
above. Match them. The first one is done for you. 
g What size is it? c How big is it? 
h What does it cost? 
i What's special about it? 
j Who's it made for? 
k What's it for? 
1 What's it made from? 


4 Pronunciation 


Some two-syllable words are stressed on the first syllable (e.g., product), and 
others on the second syllable (e.g., describe). 


1. Mark the stress on these words. 
unique bargain include feature design value contain ideal 
easy perfect 


@ 2 Listen and check your answers. 


3 With a partner, write some sentences using words from the list above. Read 
them to the rest of the class. 
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2 


a3 


Listen to this presentation of a multilingual pocket translator. As you listen, 

check (W) the right answer for each sentence. 

a The pocket translator can translate .... 
another. 
words sentences 
osheisedl ... business people buy the pocket translator. 
Only O Mainly O 


... from one language into 


c The pocket translator is a phrase book. 
the same size as smaller than 1) 

d The pocket translator contains .... 
8,000 80,000 


e The pocket translator works in five languages: English, French, German, 
Italian, and .. in 
Danish Spanish 


f The retail price of the pocket translator is . $50. 
exactly about 


Write the question which goes with each sentence above, e.g., 
a The pocket translator can translate...from one language into another. 
What can it do? 


Listen again and check your answers. 
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6 Password. 


Student A: Use this page. 
Student B: Turn to page 86. 


In this game, one person chooses a product, and the other person has to guess 
what the product is by asking questions about it. You may ask only these six 
questions, but you may ask them in any order. 

What's it made of? 

Who’s it designed for? 

How much does it cost? 

How big is it? 

‘Where can you use it? 

When can you use it? 


Student A, choose one of the products from the list below, but don’t tell 
Student B the name of the product. When you are ready, answer Student B’s 
questions like this: 

What's it made of? 

Plastic, mainly. 

How big is it? 

Quite small. It can fit in your pocket. 

Who's it designed for? 

Anyone who likes listening to music. 

A cassette tape? 

No, but you can use it to play a cassette tape. 

A walkman? 

Yes. 

Right. Now it's my turn... 


Drerporrarnrs 


Take tums choosing and guessing. Check (W) each product after your partner 
guesses it correctly. The pair that guesses the most items in five minutes wins. 


Products 

a walkman 

a bicycle 

an umbrella 

a refrigerator 

an air conditioner 
a laptop computer 
a pair of sunglasses 
a can of.beer 

a set of golf clubs 
an electric toothbrush 
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7 Word File: advertisements 


ee le hy x cette tuned sree 
oy . 

a ¢ - : i 

‘ was SO Li is versatile personal 

package : This vet : 

The software ‘en my . nctions as a 
user-friendly that ev’ other learned organizer fu dress 
Sixty-five-yeat O10 ME aday. watch, diary, adre 
how to use it in less & book, and calculator. 

b 


é 


Be the first on your block to own this 
state-of-the-art digital music system. 


1 Find the words in the advertisements (a — e) which match the definitions 


(1 — 5). The first one is done for you. 


small b compact 
the cheapest on the market 

modern 

can do different things 

easy tO use 


when 


2 Which of the adjectives in the box below can you use in an advertisement 


for the following products: 


a acar 
b a hotel 
¢ beer 

d_ shoes 


smart powerful comfortable reliable — delicious clean 
waterproof refreshing centrally-located safe 


3 In pairs, think of some other products and make a list of adjectives to use 
in an advertisement for them, You can use words from the box or other 


words, Use your dictionary to help you. 


4 Write some advertisements and read them to the rest of the class. 
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Would you like to work overseas? Why, or why not? 


2 Read these statements. Check (#%) the ones you agree with. 


a OI would like the chance to live in a different culture. 

b Companies pay people more for working overseas. 

ec O People who work overseas are happier than people who work in their 

own country. 

Working overseas will help my career. 

e People who work overseas have better living accommodation than their 
work associates who stay in their own country. 

f (J Working overseas is more interesting than working in my country. 


3 Now look at this chart. It shows the result of a survey of 1129 American business 
students. They looked at the statements (a-f) above. Do their answers surprise you? 


= 
Agreed with statement a 590 (50%) 


Agreed with statement b 295 (26%) 


Agreed with statement ¢ 79 (7%) 
Agreed with statement d 229 (20%) 
Agreed with statement e 178 (16%) 


Agreed with statement f 438 (39%) 


4 Do you think the results of a similar survey in your country would be different 
or the same? Why? 
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TALKING ABOUT DECISIONS 


1 First Listening 
@ 1 Listen to a brief history of the American guitar manufacturer, Rickenbacker. 
Number these events in the correct order. 
a During the seventies sales levelled off. 
b F.C. Hall’s son, John, took control. 
¢ Rickenbacker won the President’s Export Award. 
d The Beatles began to play Rickenbacker guitars. 


@ 2 Listen again and write in the missing words. 
a Hall modernized operations, and .......... 
sales increased. 
b There was a great demand for Rickenbacker guitars, known as ‘Ricks’, 
sees a larger factory was built in 1964. 
c During the seventies tastes changed, . sales levelled off. 
eter stct. neat John Hall improved efficiency, sales increased by 42%. 
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SOPH ERM BORE OTHE HOE SHOT REO ELE SETHE EHS ES EESE 


2 Word File: cause and effect 
1 Look al these two statements. One is a cause, and one is an effect: 


Cause Effect 
Hall modernized operations. Sales increased. 


We can cornect these ewo statements like this: 

Hall modernized operations, so sales increased. 

Mall modernized operations and, as @ resitit. sales increased. 
Hall modernized operations avd sales increased. 


2) Connect these statements about MultiElectronics in the same way: 


3 Now ask and answer questions about MultiElectranics like this: 
AL Why did profits rise? 
B. Because the C1 model was very successful. 


SCOOTER SHORE THOT TT OHA EHH RHE EHER RHEE HRB O EE EHD 


at 


3 Decisions 


1 


Appfe: Four years of ups 


and downs 


With a partner, look at these events in the history of Apple Computer. 
Match each event with one of the results below. The first one is done for 
you. 


1989 
ee _- 5. Apple wanted. 


‘to boost sales 
g 1987 
3120 1. Apple introduced 
5 the MAcSE and 
5 Mac ll computers, 
é designed for 
PO business use ff -_ dl = 
E 6. Apple wanted 
‘Yo save money 
2. Sales of the Macintosh 7. Apple wanted 
~~ “Plus computer fell. - toexpand its _ 
3. Apple expected a shortage operations 
of memory chips 
4. Consumers were waiting for 
Apple to launch its new models 


Fiscal years 


Results 

a... Apple cut prices of all its products by up to 17%. 

b ... they bought fewer current models. 

c ... Apple cut 1500 jobs. 

d ... the number of corporate customers increased. 2 
e .., Apple bought memory chips at high prices. 

f ... Apple cut the price of the Macintosh Plus by $400. 

g ... Apple made an agreement with IBM. 


Now connect each event and result, using the linking words from the 
Word File, like this: 

Apple introduced the Mac SE and Mac IT computers and as a result the 
number of corporate customers increased, 


Now ask and answer questions about Apple like this: 
A: Why did the number of corporate customers increase? 
B: Because Apple introduced the Mac SE and the Mac II computers. 


Think of an important event in the history of your company, or of an 
important decision you have made. Tell your partner about it. Remember 
to answer these questions: 

Why did it happen? OR Why did you do it? 

What were the results? 
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4 Second Listening 
Some people are talking about business decisions they have mace, 


@ 1 Listen, What kind of product or service ave they talking about? Write the 
number of the speaker next to the correct picture. 


WA =: 


@ 2 Listen again 
Aloe) and die reason for taking it (yellow), 


and match cach company (green) with the decision taken 


ghey think the 
Len, gnarcet in Bester 
J gurnve will grow 
re rep! 
i) 


5 Pronunciation 


1 


Mark the stress on the following pairs of words. The first one is done for 


you. 

inform information 
operate operation 
corporate corporation 
introduce introduction 
produce production 
install installation 
explain explanation 


Compare your answers with a partner. Do you agree? Now listen and 
check your answers. 


Listen again. Which of the vowel sounds in the pairs of words are different, 
e.g., inform information? And what do you notice about the position of 
the stress in all the words ending in -tion? 


6 who gets what? 
You have been on a business trip. At the airport, you buy gifts for four 
important clients. You are late for your flight, so you buy four different things 
and wait to decide who gets what until you get home. These are your four 
clients and the four gifts you buy: 


Clients Gifts 

‘Ms. Barbara Blue a bottle of whiskey 

Mr. Gordon Green a box of 200 cigarettes 

Mr. Robert Red a bottle of perfume 

Ms. Wendy White a gold-plated pen 

1 Now decide who gets what, using the following information: 


The perfume is for women. 

Both Robert Red and Wendy White are non-smokers. 
Robert Red and Barbara Blue don’t drink alcohol. 
Wendy White is allergic to perfume. 


Check with your partner. Do you agree on who gets what? 


Explain to your partner how you decided, like this: 

1 didn’t give the perfume to Gordon Green or Robert Red because it’s for 
women. I didn’t give it to Wendy White because she’s allergic to perfume. So, 
I decided to ... 
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Decision-making styles 


Look at the article below about people making decisions and listen to the four 


people’s comments. 


Which of their comments do you agree or disagree with? Why? 


Which decision-making style is most common in your country? Are other countries 


different? 


24 


Managers and Workers - 


Free to decide? 


How do people make decisions at 
work? Does it depend on their 
position in the company? Do 
managers make decisions in the 
same way as workers? We spoke 
to some managers and workers 
and asked their opinions. 


Rey Valdez 
ee 


Jay Foster 


eoccee 
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1 Annette Craft, 
department store branch manager 


Inmy opinion, a manager doesn’t have to 
achieve a consensus to make a decision. 
After all, it’s the manager’s job to make 
decisions. Meetings and discussions just 
slow things down. 


2 Ray Valdez, 
software company project manager 


Ithink it’s very important to reach agree- 
ment before a decision is made. That 
means a lot of meetings, and votes on 
everything. It slows things down some- 
times, but it’s worth it. 


3 Terry Connors, 
auto plant worker 


T work on the Saturn assembly line. We 
have daily meetings, and all the guys help 
to make decisions about production. [ 
certainly prefer it to the old way of fol- 
lowing orders — I feel more involved. 


4 Jay Foster, 
tire factory worker 


Hey, I operate a molding machine, right? 
I just want to do my job, get paid, and get 
out of here. Why should working guys 
like me make decisions? That’s what the 
manager’s paid for. 


eecee eocce 


DEALING WITH PROBLEMS 


4 


1 First Listening 
© 1 Listen. Check (W) the correct complaint for each dialogue. 


Dialogue One Dialogue Two 
a The order hasn't arrived. 
b You sent too many items. Oo im} 
c Some items are damaged. 
d_ You didn’t send enough items. 
e You sent the wrong items. 0 O 


@ 2 Listen again. What do the speakers say? Check (W) the phrases you hear. 


Dialogue One Dialogue Two 
a_ I'm very sorry about that. 
b Ihave a complaint about... O 
c What's the problem? oO 
d_ Ah, yes, it's our mistake. D0 
e We'll take care of it right away. 
f Could you give me a few details? oO 
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2 Making a complaint 


@1 


Listen to the dialogue. 
A: 
B: 


A 
: Well, we think you sent the 


Practice the dialogue with a partner. 


: The wrong amount? 


How can I help you? 
T have a complaint about the last 
shipment. 

What's the problem? 


wrong amount. 


That’s right. We ordered 2,000 
items, but you sent us only 
1,500. 

I see. Well, I'm very sorry about 
that. T'll look into it right away, 
and get back to you. 
Thank you. Goodbye. 
Goodbye. ( 


With your partner, have similar dialogues using the information below. 


We think you sent the wrong We ordered 2,000 items, but you sent 

amount. us 1,500. 

The goods are damaged. They weren't packed correctly. 

You sent the wrong items. We ordered the C1 model, but you 
sent the C2. 

The order hasn’t arrived. You said it would arrive last week. 

Some of the items are faulty. Some parts are loose. 

The items are the wrong size. We ordered large, but you sent us 
medium. 


Write down your own complaint, then have similar dialogues with a 
different partner. 
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3 Dealing with a complaint 


William Liang of ElectroMart Wholesale is responsible for dealing with 
customer complaints. 


1 Read the dialogue and practice it with a partner. 
A: Good morning, ElectroMart Wholesale. William Liang speaking. 
B: Good moming. J-Mart here. I’m afraid I have a complaint about our 
last order. 

: I'm sorry to hear that. Could you give me the reference number? 

: Yes, it's RD3454W. 

: One moment please. Yes, according to our records, you placed the 
order on May 6. You ordered sixty Video Cassette Recorders, model 
number VT260EM. 

B: No, it was 50 recorders. You sent us ten too many. 

A: I see. Well, I'm very sorry about this. I'll look into it right away and 

get back to you, if that’s OK. 

B: Yes, that'll be fine. Thank you. 


>wPr 


2 Now use the dialogue to complete the notes on the order form below. 


ELECTROMART WHOLESALE 


DISPATCH DEPARTMENT 
: sane 
ELEc TRO MarR 
Disp, 
Customer, "ATCH DEPART Ing, 
Order No.: 
Date Order placed: 
mount: MAY 6 
Item: Sf 50 
Mode! No, 


Notes: (je Akivered, VE, 
So we fave to lake 
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Student A: Look at the information below. 
Student B: Turn to page 87. 


Now have similar dialogues, using the information below. In a and c, you 
are responsible for customer complaints at ElectroMart. You have to deal 
with Student B’s complaints and correct the order forms. In b and d, you 
are the customer, and you have to complain to ElectroMart (Student B). 


a: 


ELECTROMART WHOLESALE 


DISPATCH DEPARTMENT 
Customer: SEARS 
Order No.: RF2354M 
Date order placed: 3/8 
Amount: 150 
Item: COLOR TV 
Model No. 158x6Y 


b You are calling from Allied Stores. On May 12 you ordered 100 
Personal Stereos, Model Number QT-Y23U. You received the wrong 
amount; they sent you 150 instead of 100. Call ElectroMart and 
complain. The Order Number is RS4599J. 


c 
ELECTROMART WHOLESALE 

DISPATCH DEPARTMENT 

Customer: DILLARD 

‘Order No.: RH7754K 

Date order placed: 5/14 

‘Amount: 100 

Item: DISHWASHER 

Model No.: CW-Z730 

Notes: 


d= You are calling from J.C. Penney. On May 11 you ordered 125 Portable 
CD Players, Model Number MHC-P303. You are still waiting for the 
order to arrive. Call ElectroMart and complain. The Order Number is 


RT4843E. 


4 When you have finished, compare your information carefully. 
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4 Second Listening 


1 


Look at Rob Norton’s notes about ¢ § Cg ¢ § ¢ § ¢ § ¢ 


people he has to talk to: 

Speak & B. about report 

2 GUM. about golf game 

3. Speak to Td. about phone Calls 

4. (alt Hasen tre. about order 

5. Call MH. about Job 
application 

6. Speak to Adfoe agency 
aholt Newspaper ad. 


Listen to Rob speaking to six people and number the notes above in the 
correct order. 


Listen to Rob again. Find the right response to Rob for each telephone call. 
Yes, sorry about that, Rob. There was a mix-up in accounts. 

Yes, I understand, Mr. Norton. It won't happen again. 

Yes, that would be just fine. Thank you, Mr. Norton. 

No problem. Have a good trip. 

I'll be there right away, Mr. Norton. 

All right. I think we can have something ready by Friday. Is that OK? 


meaanges 


5 pronunciation: apologizing 


o1 


@ 3 


Listen to the same apology said in two different ways. 
I'm extremely sorry. 


Which one sounded more sincere? Why? 


Listen to some more apologies and repeat them. 


a I'm very sorry to hear that. d= It won't happen again. 
b Please accept our apologies. e T'll sort it out right away. 
¢ I don’t understand how it happened. f You have my word. 


Listen again, and mark the stress, e.g., 
I'm extremely sorry. 


@ 4 Here are some polite ways of responding to an apology. Listen and repeat. 
a That’s all right. 
b No problem. 
c Don’t worry about it. 


6 Good news, bad news 


1 Look at these sentences giving good news. Practice them with a partner. 

a Congratulations! The company is giving you a company car. 

b Good news! The boss has invited the whole department to a meal in a 
steak restaurant. 

c Congratulations! We're sending you to an important sales conference in 
France. 

d Good news! The company is buying personal computers for all its 
employees to use. 

e Congratulations! You’ve won two tickets for the football game next 
Friday. 

f Good news! They're building new tennis courts at the sports club. 

g Good news! The company is giving a bottle of whiskey to every 
employee to celebrate the new year. 


2 Good news is not always as good as it seems! Look at the following 
dialogue. 
A: Congratulations! The company is giving you a company car. 
B: I'm afraid I don’t drive. 


Match the sentences (a - g) above with the replies (1 - 7) below. One is 
done for you. 

I'm afraid I don't play; I've got a bad back. 

I’m sorry, but I don’t speak the language. 

I'm sorry, but I'm a vegetarian. 

I'm afraid I never drink alcohol. 

I’m afraid I don’t drive. a 

I'm afraid 1 don’t understand how they work, I've never used one. 
I'm sorry, but I’m not really interested in sports. 


NAW RUN 


3 Now check your answers with a partner, by having dialogues like the one 
in 2 above. 


4 In pairs write a few more dialogues using Good news! / Congratulations! 


and I’m afraid... / I’m sorry, but... . Read the first part of the dialogue to the 
rest of the class. Can they guess the second part? 


31 


eececccseceseeee CULTURE FILE ocoe 


Feelings 
1 Look at the photographs. Talk about them like this: 
He looks angry. 
They look happy. 


2 Check () the appropriate column below, then discuss with a partner. 


At the office, the average company employee in my country (1) often; (2) 
sometimes; (3) occasionally; (4) never ... 


I 2 3 4 
a shouts when angry CI 
b shows anger with gestures O oO 
¢ uses bad language when angry oO 
d shouts and laughs loudly when happy 
e — openly expresses worries in front of business associates oO FY iy 
f — jokes around when relaxed o 
g openly shows lack of interest during a meeting Oo 
h discusses a personal problem with a business associate oO 


3 Ask your teacher about his/her country. 


COM eo eee e ne oerecrerenerereeoenesecoerocsereeoeS® 
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CHECKING PROGRESS 


1 First Listening 


Giorgio Marinetti is Personnel Manager at Vega Software. He needs to recruit a 
new office manager. 


1 


Before you listen, match the statements (a, b, and ¢) with the pictures (1, 2, 
and 3). 


a The interview has just finished. 
b The interview has not started yet. 
c The interview is happening now. —— 


The job applicants are Maria Torres, Julie O’Neill, and Donna Schwartz. 
As you listen, look at the pictures and decide who is who. Give reasons 
for your choice. 


Listen again and complete the sentences. 

We itat. int ae Miss Torres. She was a very good candidate, 
extremely confident. My assistant... .. Ms. O'Neill, 
the second candidate right now. She seems very enthusiastic. We 

... Ms. Schwartz yet, but her references are 


excellent. 
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2 Explaining why 
Match the two halves of the sentences with the right illustrations. 


SEB Ma, Fe \ 


a She is celebrating... ‘ 
b She is waiting in reception... 
c¢ She is working late... 

d She is asking for directions... 
¢€ She is looking at job advertisements... {2% 


.-because she is lost. 
..because she has won an important contract. 
«because she has decided to change jobs. 

.- because she hasn’t finished writing her monthly Sales Report yet. 
..because the person she is meeting hasn't arrived yet. 


MR DE 


3 Checking on progress 
At 9am this morning 
Mary Hart's boss gave 


her’ list of things'td do. call gack wittians ta new veux SCalled at M:$0 


talk to Personnel about job applicanta X Cau’ later 


finish report on Buropean market Hf ooing now 


@ 1 It’s 3pm now. Mary is speaking to her boss on the phone. Listen and then 
practice with a partner. 
Boss: Have you called Jack Williams yet? 
Mary: Yes, I have. 
Boss: And have you talked to Personnel? 
Mary: No, I haven't. Giorgio is still interviewing the job applicants. 
Boss: What about the report? Have you finished it? 
Mary: Not yet. I'm working on it now. 
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2 Student A: Use the information below. 

Student B: Turn to page 88. 

a Check whether your partner has done the things in the list below, by 
asking Have you..? questions, as in the dialogue in question 1. Mark the 
things that he or she has done (W), those that he or she hasn’t done yet 
(X), and those he or she is doing now (#). When things on the list have 
not been done, write down the reason why. 
go through the morning's mail 
call the London office 
check the spring sales figures 
send a fax to Ms. Kinski in Los Angeles 
give a copy of the new contract to Mr. Day 
make arrangements for the weekly sales meeting 


b Student B has also asked you to do a list of things. Now answer Student 
B’s questions, using the information below. 


YX they have pun ove 
get some coffee from supplies 


tt 
v 


buy a new light bulb for the corridor 


write a letter to Mr. Oda 


find Mr.Venturi's address 


# 


finish the press release ‘ 
X clowng a computer 
Course att His week 


speak to Jay Faber in accounts 


3 Ona piece of paper, make a list of five or six things that you do during a 
day’s work. Exchange lists with a partner and ask each other about what 
you have or haven't done today. 


4 Find a new partner and exchange your first partners’ lists. Ask each other 
about the lists, e.g., 
A: Has he/she... ? 
B: Yes, he/she has. or No, he/she hasn't. 
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4 Second Listening 

@ 1 George Cohon is a senior 
executive of McDonald's 
Restaurants. In this 
extract from a 1991 
interview, he is talking 
about the first McDonald's 
restaurant in Moscow. Are 
these statements true or 
false? If the statements are 
false, correct them. 


a The Moscow restaurant has been open for almost a year. 1 oO 
b_ Ithas now served an estimated 20 million meals. oO Oo 
c They've taken the fish fillet off the menu. Oo oO 
d Prices have remained steady. Oo 
e There have been occasional shortages of burgers and French fries. 

{ Mr. Cohon is optimistic about the future. 


2 In your opinion, is the international popularity of fast food restaurants a 
good or bad thing? 


5 Word File: a time-line 
There are many different ways of replying to a Have you...? question, when 
you want to say when you did (or are going to do) something. One way of 
showing this is with a ‘time-line’. 


Match the answers below with the numbered positions on the time-line. The 
first one is done for you. 
When did you do it? 


a I'm doing it now. 4 e I'll do it later. 
b_ I'll do it soon. f I just did it. 
c Idid it recently. g I’m just about to do it. 


d= Idid it a while ago. 
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6 The recruitment process 
A British personnel Manager describes his company’s recruitment procedure. 
1) Complete the chart belew, using the information in the text. 


2 How long dues the whole process take? (Check that your partner has the 
Same aiswer,) 


3 Work in pairs, Mark a point anywhere on the chan with an acew (>) io 
show your place in the process. Do not let your partner see where your 
arrow is. Find out where your parner’s arrow is by asking questions like 


this: 
A: Have you produced a Prst shortlist? 
B: No, we haven't. 
A: Have you advertised the job in the national newspapers? 
B: Yes, we have. 
A: When did you advertise the job in the national newspapers? 
B: One week ago, 
REVERT TC CTP e eT eee eee ee eee ee ee oeewes 


eeoeccccccecccoe CULTURE Fue Cece onccccccesce 


Hiring personnel 
@ 1 Listen to these people talk about hiring procedures in their companies. 


‘We're one of the largest construction companies in the States, We usually hire our 

younger staff straight from college, and we also-advertise in magazines and 

newspapers. I guess our procedures are pretty typical. We ask people to send us 
1. their resumés, with: references, of course, then a panel of interviewers meets a 


selection of applicants and makes a decision. 


T work for an advertising agency in 
London. We're always looking for new 
people, and we doa lot of head-hunting. 
If we hear about someone who” 
obviously has talent and ambition, we 
contact them and set up an informal _ 
meeting, If both sides are interested, we 
work outa deal. 


We have about 1,500 employees at Futura 
‘Computers France, and we use a number 
of tests to screen job applicants, inchiding, 
an IQ test arid a multiple-choice 
personality test. We have done some 
research into handwriting analysis, but we 

T'm the president of a smalll plastics factory ae don’t use it at present. We believe that it’s 

in Sydney, Australia. IF Ineed people; get necessary to find out as much as possible 

my employees to ask around, and I about an applicant before making a 

advertise locally: at thé employment office, 

in the local paper, and outside the factory. 

I don't care too much about their . 

background: | prefer to give a person the 

job first, and then see how they get on. 

Kind of a trial period, I guess. 


2 What happens in your company? 


3 > What other hiring procedures and interview techniques do you know? Which are 
most common in your country? 
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FUTURE PROSPECTS 


- 
GRAMMAR FILE 5.1, 5.2, 5.3, 6.5 


1 First Listening 


Carl Borgaard 
, Product Mana 
team about thei Manager of Miller Pha r 
eit new product, the ee oe U.K., is briefing his 
rug Dolorex. » 


@ Here a 
re some notes of C; 
Seek weak ar] Borgaard’s talk, Li : 
rd, using the letters in brackets o i ee and fill each gap with th 
elp you. . 


PROSPECTS FOR POLOREX 


1 Trials showed most 
polorex to other prands- 


reasons: ~ pills are smaller 
~ pills taste better 
gs will increase 3 


n-relief dru 
he next 5 years: 

Administration ae 
1 be able to 
Ss countries. 


2 Demand Cor pai 
(idytsiea) over t 
3 If the U.S. Food and Drug 


(vprpoaes) polorex, then We wil 
che U.S- and to many other oversea: 


— 
export tO 


At least 2 of our competitors will also _ (uachal) 
n-relief drugs in the next 3 years pur Dolorex +8 
so BJ thinks we will have 4 big 6 


cheaper. 
rr gur competitors: 


(tgndevaaa) ove 
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2 Asking about future prospects 

After his presentation, Carl Borgaard answers questions from his team. 

A: Carl, what will happen if the U.S. Food and Drug Administration doesn’t 
approve Dolorex? 

B: If it doesn’t approve Dolorex, we'll carry out more research. 

A: And what will we do when our competitors launch their products? 

B: When our competitors launch their products, we'll increase our advertising 
budget. 


1 Practice the dialogue with a partner. 


2. Match the first half of each sentence below (a - e) with the second half 
a-5). 
a When we launch Dolorex,... 
b_ If our competitors cut their prices,... 
c If the Americans decide to import Dolorex,... 
d When next year’s pharmaceutical exhibitions take place,... 
e Ifthe USS. dollar is weak next year,... 


1 ...other countries will import it as well. 

2. ...we'll exhibit Dolorex on our stands. 

3. ...we'll make less money on our U.S. exports. ‘\ 
4 ...we'll cut our prices as well. 

5 ...we'll organize a big advertising campaign. 


3 With your partner, use the half 
sentences (a - e) above to ask 
and answer questions about 
Dolorex. Start each question with 
What will happen ...? or What 
will we do ...? @.g., 

A: What will bappen when we 
launch Dolorex? 

B: When we launch Dolorex, 
we'll organize a big 
advertising campaign. 


Take turns asking and answering 
the questions. 


3 Word File: How sure are you? 


When we talk about the future, we can use the words in the box below to be 
more precise. 


T'm sure probably may definitely I’m convinced might 
it’s likely that certainly = perhaps = maybe ~~ could ‘I'm certain 


1 Complete the table below, using the words from the box. 


sure almost sure not sure 


Pm sure probably may 


2 The words from the box can be added to a simple prediction (e.g., Profits 
will rise next year) like this: 
a I’m sure profits will rise next year, 
b Profits will probably rise next year. 
c Profits may rise next year, 


In pairs, write similar sentences, using the other words and phrases in the 
box. Decide whether the word order is the same as in example a, b, or c. 


3 Compare your answers with other pairs of students. Are there any 
differences? 


4 The words from the box can be added to a prediction with not (e.g., 
Salaries won't increase a lot next year) like this: 
d I’m sure salaries won't increase a lot next year. 
e Salaries probably won't increase a lot next year. 
f Salaries may not increase a lot next year. 


In pairs, write similar sentences, using the other words and phrases in the 
box, as you did in 2. Decide whether the word order is the same as in 
example d, e, or f. What differences do you notice between 3.2 and 3.4? 
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4 Pronunciation 
The future form will is often contracted as J. 


O11 


Q4 


Listen and repeat 
Til you'll he'll shel itll = we'll they'll 


Listen. Check (W) the sentences where you hear the contracted 7 form. 
a [/T'll arrive on the 11-0’clock flight. 

b We / we'll end the meeting just after lunch. 

c I/Tll expect the delivery next week. 

d We / we'll arrange transportation from the airport for all overseas 
visitors. 

You / you'll have to ask at Reception. 

f They / they'll finish their report on Thursday. 


o 


Check your answers with a partner. 


Now listen again, and repeat. 


5 New business ideas 


1 Work with a partner. You want to invest in a new business venture. 
Consider the ideas below. Take turns telling each other why you think they 
will or won't be a success, e.g., 
Quick Pics probably won't be a success because it’s too expensive. 
company’ | productorservice comments 
‘ i ee 
Quick Pics 5 minute picture processing | costs twice as much as 
| normal processing 
Foodmart Supplies | small-town supermarket i no other supermarket in 
Inc. | town 
Polar Holidays cruises to the North and |-only operates during the 
South Poles | Arctic / Antarctic summers 
t 
Edible Cups disposable cups you can eat | start-up costs are high 
Rent-a-Star provides film stars etc., to | the owner's last business 
Associates appear at parties/receptions |. went bust 
Bicycle Alarms burglar alarms for bicycles cheap to manufacture and 
easy to install 


2 Tell the rest of the class what you think. 
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6 Second Listening 
Members of the Research and Development (R & D) Department of a large 
electronics company are discussing the prospects for a new product, a video 
telephone. 


@1 


Are these statements true or false? If they are false, correct them. Listen. 
Hiroshi is very optimistic about video phones. 

Hiroshi thinks video phones will replace business meetings. 

Maria disagrees with Hiroshi. 

Maria is sure that every home will have a video phone in twenty years. 
Roberto thinks video phones will stay too expensive. 


nanye 


@ 2° Listen again. Who do you think is right? Why? 


7 In twenty years 


1 


Think how the world has changed over the past twenty years. Look at 
these predictions about the next twenty years. Decide how probable each 
one is. In twenty years ... 


In your country 

Every home will have a video phone. 

Most people will have a palmtop computer. 
Air fares will drop. 

The working week will get shorter. 

The standard of living will rise sharply. 
Many more people will work from home. 


moaaogn 


In the world 

g The tropical rain forests will disappear. 

h There will be a single world currency. 

i The average time it takes to travel by air will halve. 

j Trade friction problems will increase between countries. 
k The poorer countries will get richer. 

| Many environmental problems will disappear. 


Discuss your opinions with your partner. If you can, give a reason for your 
answer, €.g., 

Do you think most homes will have a video phone? 

I think they might all have a video phone. What do you think? 

No, I don’t think they will. 

Why? 

Because they'll be too expensive. 


POP Pp 
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8 wall street 


1 


You and your partner work for a securities company. A client has asked 
you to invest $1,000 for them on the stock market. Look at the investment 
opportunities below and decide which companies your client should invest 
in. Bear in mind that the economy is entering a recession, and probably 
won't improve for a few years. Write the number of shares you think they 
should buy in the right-hand column. Your client must invest in two or 
more companies. 


company | details 
HI Stores, rapidly growing chain of do-it-yourself 
Boston... stores selling tools, decorating. materials, 
ete Eee ee 
MK Travel, large chain of travel agents specializing $20 
Detroit in European vacations 
Dolman Can, |: large:factory producing canned fruit and. | $25 
Cincinnati vegetables — recently purchased new. ee 
factory equipment 
Horizon specializes in large-scale building $30 


Construction | projects in the U.S., e.g., apartment and 
Inc., Atlanta office buildings, hotels 


Evans; sports'clothes manufacturer— reputation $15 
Birmingham for quality at reasonable prices 


2 


5 


Before you invest the money, you have to present your ideas to your 
client. Imagine the class is a meeting of your client’s board of directors. 
Tell the class which companies you have decided to invest in, how much, 
and why. 


It is now a year later. Turn to page 89 and calculate how much money you 
have made or lost. Who gave the best advice? 


The list below includes some of the world’s best-known companies. With a 
partner, decide which ones you would invest in and why. Take turns to 
talk about their future prospects. 


Coca-Cola IBM Nestlé Shell 
Fujitsu Mitsubishi Philips Sony 


Compare your ideas with other pairs of students. 
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Money, money, money 
1 Is this the way people behave in your country? For each statement check (W) the 
appropriate box for your country, then discuss with a partner. 


a Friends and business associates often talk about their O Oo 
salaries, savings, and investments. 


b Ganbingis commen. 


: : 
c Most company employees receive a bonus once or 0 
twice a year. 


ode Many people use credit cards. 


e Most credit card holders have more than one card. 


f - The average person likes to save for the future. 


g Most people have one or more bank accounts. 


he People often pay by check for goods and services. 


i Itis acceptable to overcharge your bank account. 


0), O}-0)0O)0;0/;0 


O;0O;0/;0 


j The average person invests on-the stock market. 


2 Now ask your teacher about his /her country. 


PO COHO OHH OO EOE EEEHEEE SEH OTOOEE SEH EEO ESESEEEE 
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REGULATIONS AND ADVICE 


ra 


1 First Listening 


@l 


Listen to two British business people, Ellen and John, talking about John’s 
business trip to the United States. Check (W) the correct box. 


Check in by O 9:00 am 9:00 pm 5:00 am 
Arrive Kennedy at [1 9:10 pm 1:00 pm O 1:10 pm 
Get to hotel by O taxi O bus O limo 

Dinner at 0 8:00 pm DC) 8:15 pt O 8:30 pm 


Listen again and write in the missing words. 

a What time dol. check in at Heathrow? 

b You... . worry about getting to your hotel. 
¢ I think you .. give Bill a call from the airport. 

d_ No, you .. walk. 


2 word File: regulations and advice 
1 Match the sentences in green boxes with the sentences in blue boxes that 
have the same meaning. — 


= 


As nol ee 
seine: to do it, 


=e pet) — 
y's not possible for you to doit You car ¥ doit 
You're nol alliged to do i. | 
_— 
ae | 
- : 


i You should do it. | 


.. check in at least one 

hour bere ‘the flight departure Gime. 

c You. pay lor 
drinks, on athe. flight — they're free. 

d_s If your cars hurt when the plane is 

landing, you ., chew gum, 

2 ER te yard the plane 

without a valid ticket and passport. 

f You 

alcohol during a Jong flight. 

If you have no baggage, you 


— go straight to the departure lounge. 


Go? 


3 Tips for travelers 
1 Work with a partner and complete the sentences below, using these 
expressions: haveto don'thaveto should shouldn't can't 
a You... keep a separate record of all your important 
documents when you go on an overseas trip. 


b You .... show your passport when you change 
traveler’s checks. 
c You... be able to speak a few words of the 


language of any country you visit. 

d If you only take two bottles of spirits into Japan, you 
pay duty. 

e You... 


carry a lot of cash with you when you travel. 


If you want to take more than 200 cigarettes into the U.K., you 


fly without travel insurance. 


2 Take turns asking and answering about the information above like this: 
A: Can you .....? Do you have to .....? Should you ...... ? 
B: Yes, you can./No, you can’t. Yes, you do./No, you don’t. 
Yes, you should./No, you shouldn't. 


4a planning mecting 
@ 1 Listen to Allan and Bill, two executives of a small electronics company, 
talking about their plans for next year. 
A: So what about next year? What should we do? 
B: Well, I think we should increase our research spending. 
A: OK, but J think we also have to buy some new factory equipment. Our 
present equipment is really out-of-date. 
B: Yes, and we really should move to a larger plant. We need more space. 
A: Lagree, but we can’t do that yet; we don’t have the money right now. 
B: I guess not. Uh, there’s one more thing — we have to buy some new 
office furniture. My chair is killing me! 
A: I think we can afford that, Bill. Anything else? 
B: Yes, We should give ourselves an enormous raise! 


2 Now practice the dialogue with a partner. 
3 What advice can you give to your company and your department/section? 


What should they do next year? Discuss your ideas in groups. 
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5 second Listening 


1 


You are going to hear a presentation by a representative of Volvo Motors. 
Before you listen, use these words and phrases to complete the sentences 
below. The first one is done for you. 


global warming 
desertification 
environmentally friendly 
carbon monoxide (CO) 
carbon dioxide (CO*) 
alternative fuels 

freon 


a Carbon monoxide is a poisonous gas which comes from motor vehicles. 
b When some fuels are burned, they release .. 


... don’t give off harmful gases when 


they are used. 
d Products which are ... 


don’t damage the environment. 
e The rise in world temperature caused by gases from cars and factories is 
called ..... 


is a gas used in the manufacturing of plastics. 
is making large areas of North Africa difficult to 


live in. 


Listen. Are these statements true or false? If they are false, correct them. 

a Volvo tries to make products that are environmentally friendly. 

b The catalytic converter was introduced on Volvo vehicles in 1984. 

c Volvo can’t reduce the amount of freon it uses. 

d The speaker says there must be international standards to protect the 
environment. 

e The speaker is very pessimistic about the future of the environment. 


Work in pairs or small groups. In what other ways can we be more 


environmentally friendly? Make notes about your suggestions and report 
back to the rest of the class. 
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6 Company regulations 


1 


Match the company regulations with the jobs they refer to. The first one is 

done for you. 

a If you work on the screen for more than an hour, you should take a 
break. 

b You must wash your hands before handling food. 

¢ You shouldn't discuss your clients’ affairs with anyone else. 

d You must wear a hard hat at all times. 

e You must not drink alcohol for 48 hours before you go on duty. 

f Before cashing large checks, you must always check the customer's 
account. 


construction worker 

bank employee 

computer operator a 
lawyer 

cook 

airline pilot 


AuAR WN eH 


You and your partner are the owners of a large company. Decide what 
kind of company it is (bank, auto manufacturer, hotel chain, fast food 
chain, etc.). Then make a list of company regulations like a - f above. 
Think about some of the following: 


working hours clothing/uniform working away from home 
overtime extra duties environmental issues 
business trips smoking overseas assignments 
foreign languages food and drink entertaining clients 
vacations your own ideas 


Get together with another pair. Read them your company regulations, but 
don't tell them what kind of company you are. Can they guess what kind 
of company you are from the company regulations you have written? 
Compare your regulations and talk about the reasons for them. 
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+ CULTURE FILE - 


eoocveve 


Avoiding misunderstandings 


1 Work with a partner, and try to match the advice with the correct country. When 
you have finished, check the answer key on page 111. 


Countries 

Saudi Arabia 

Mexico 

Taiwan 

a You shouldn't point the sole of your shoe at anyone; it’s extremely rude. 
b Don’t give generous gifts; you will embarrass the recipient. 

c You are expected to show an interest in your host's family. 

d Don’t express admiration for a person's possessions; he will have to 


give them to you. 

Don’t discuss your host’s wife and daughters or your own. 

You should never talk about business over lunch with a client. 
When giving things, you should use both hands, 

You don’t have to arrive exactly on time for a business appointment. 


moe nm OO 


2 What are the similarities and differences between the three countries above and 
your own country? If you are from one of the three countries above, do you agree 
with the information? 


3 What advice would you give a person visiting your country on business? With a 
partner, make a list. 


were eeeeserecsceoonesseooses 
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MEETINGS AND DISCUSSIONS 


1 First Listening 
Robert O'Donovan is with the Australian Commerce and Industry Office in 
Taipei. He is talking to Hai Wu of Far Eastern Department Stores about an 
Australian product fair at Far Eastern’s Taipei store. 


@ 1 Listen and check (W) the topics they talk about. 


advertising Oo 
fashion QO 
food and drink O 
vacations Oo 
toys and games 
live music 


@ 2 Listen again and complete the sentences. 
a OK. we start, Mr. O’Donovan? 
b Well, T guess first on the . is advertising. 
c That sounds .... 
d How do you 
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2 Beginning a discussion 
@ 1 Listen to the dialogue. 
A: OK, shall we start? 
B: Good idea. First of all, I'd like to discuss the order of events. 
Is that OK with you? 
A: Fine. Then we can talk about the press release. 
Sounds fine. 


2 Practice the dialogue with a partner. 


3 With your partner, have similar dialogues about the agenda items below. 
a_ order of events, press release 
b newspaper ads, TV promotion 
c fashion show, food and drink displays 
d opening ceremony, free offers 


3 Continuing a discussion 


Match the expressions on the left with the expressions on the right that have 
the same meaning. The first one is done for you. 


a_ I think we should... 1 I suggest... 
b What do you think about this? 2 Ineed more time to think 
¢ How about... about that. 
d Good idea. 3. I'm sorry, I don't quite follow you. 
e I'm not sure about that. 4 What's your opinion on this? 
f Im afraid 1 have to disagree 5 I'm sorry, but I can’t agree 
with that. with that. 
g I'm afraid I’m not sure what 6 In my opinion, we should... 
you mean. 7 lagree. 
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4 Discussing a plan 
1 You work for Far Eastern Department Stores. You are organizing the 
Australian Trade Fair. There are eight stands, and eight products. You have 
to decide which stand to display each product on. Look at the plan below. 
Write the number of each product on a stand. 


Stands 


1 fashion / clothes 

2 beer and wine 
3 cheese 

4 general food products 
(cookies, cereals, etc.) 

5 meat (beef, lamb) 

6 souvenirs (toys, dolls) 

7 wool products 
(blankets, rugs) 

8 tourist information 


fy fsimitinirg 
TTRTTETITT TITY fie 


escalators 


2 Compare your completed plan with a partner. Discuss your plans together, 
and make any necessary changes. If you do not agree, explain why you 
made your original choice, e.g., 

A: Where do you think we should put the fashion stand? 
B: I think we should put the fashion stand here/next to... ‘near... 
A: I’m afraid I disagree. I think it should be nearer to ..., because ... 


5 Ending a discussion 

1 Complete the dialogue, using the words from the box below. 
Well, I think that’s .....ceceee 1. Is that it for today? 
Sure. Could we . .....?.a date for our next meeting? 
Good idea. .. .? about next Tuesday at 10 am? 
Let’s see. Yes, that'd be erase) 
So, Pll see you next Tuesday. 
All right. Bye. 
Bye. 


PRP D> wp 


arrange fine everything How 


@ 2 Listen and check your answers. 


3 Now practice the dialogue with a partner. 
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6 second Listening Fe 
Unity Bank & Trust, a small bank in the United States, is holding a meeting. 


o1 


Listen. What is the main reason for the meeting: a, b, or c? 
a_ To discuss the bank’s present financial situation. 


b To find new ideas to improve business. 


c To find ways to save money. 


During the meeting, each person gives an opinion and then makes a 
practical suggestion, Listen again. Match the opinions (on the left) and the 
suggestions (on the right) with the name of the person who made them. 


CAROL PETE 


ALICE HARRY 


opinions 

a improve incentives for bank 
employees to make them more 
motivated. 

b Improve service and increase 
customer satisfaction. 

c Improve incentives for customers to 
make them more loyal to the bank. 

d Attract new customers and increase 
market share. 


suggestions 

Cold call potential customers at their 
homes and offices. 

Introduce bonuses, profit-sharing, 
and investment plans. 

Mail monthly statements within two 
days of the end of the month, 
without fail. 


Give customers a free gift when they 
visit the bank. 


Now use these opinions and suggestions to have dialogues like this: 
A: I think the bank should improve incentives for employees to make 


them more motivated. 
B: Can you give me an example? 


A: Well, we have to introduce bonuses, profit-sharing, and investment 


plans. 


Use these expressions to help you: 


What exactly do you mean? 
How do you mean? . 

Can you give me an example? 
How do you suggest we do that? 


Which do you think are the best and worst ideas? Why? Would these ideas 


work in your country? 
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7 Case studies 


1 In small groups, study the information below. When you are sure that you 
understand it, discuss which option you should follow. 


Case Study 1 


You are managers of a safe company. Your products are selling well, and you 
have enough capital to expand your business. Your safes use-electronic locks 
supplied by another manufacturer. 


What should you do? 


Option A: Don’t take chances. Keep to what you know, and put your profits 
in the bank. 


Option B: Purchase a small lock manufacturer and equip some of your safes 
with the locks. See if this is a workable idea. 


Option C: — Find a major lock manufacturer who can supply all your needs, 
and take it over. 


Case Study 2 


You are managers of a conglomerate. One of your operations, a small ice cream 
company, has become one of the country’s largest ice cream chains and is making 
big profits; however, you are a little worried that the market for ice cream may be 
levelling off. You have plenty of spare money from your ice cream operation, 


What should you do? 


Option A: Use the money to expand capacity in one of your other 
companies that has a small share of a fast-growing market. 


Option B: The ice cream operation is doing really well, so use the money 
to sell more ice cream. 


Option C: Use the money to improve the performance of one of your 
companies that is not doing so well. 


2 Now take a vote on each situation, then check the suggested solutions on 
page 89. Do you agree with them? 
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1 Is smoking allowed in your company? 


2 Look at these people's opinions. 


A: In my company, each office votes on whether or not to allow smoking. I'm a 
non-smoker, but I work in an office with five other people who all smoke. The 
company rules say that even if one person votes against smoking, smoking 
must be prohibited. But I didn’t want to vote against, as I’m the only non- 
smoker, Sometimes there is so much smoke in the office even the smokers 
don’t like it. I think they should ban it completely: the smokers would benefit 
just as much as the non-smokers. 


B: I'ma smoker, but the company I work for has a strict no-smoking policy. 
Smoking is prohibited everywhere in the building. When I want to smoke, I 
have to go outside. It’s OK in summer, but in winter it’s often really cold 
outside. T understand that they don’t want to allow smoking in the offices, but 
I think the company should have a special room for smokers. Smokers have 
rights too! : 


Do you agree or disagree with the speakers? Why? 


3 Look at this table and discuss it with your partner. Do any of the results surprise 
you? 


SOURCE: The Economist Pocket World in Figures (Economist Books, 1993); p.76. 


eocce 
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REVIEW AND SAYING THANK YOU 


1 First Listening 

1 Listen to sentences 1-8 and decide what each person is doing. Write the 
correct number next to each activity (a-h). The first one is done for you 
a ending a conversation 
b making an appointment 
¢ asking about rules and regulations 1 
d_ discussing future prospects 

leaving a phone message 

f describing a graph 
g checking on progress 
h_ making a complaint 


2 Now listen again, This time, choose a reply to each sentence from the list 
below. Write the correct number next to each reply. The first one is done 
for you. 

a Sure. It was nice speaking to you. 

b Of course. Pll give him your message as soon as he gets back. 
¢ OK. Then how about the morning? 

d How does that compare with last year? 

€ Not yet. I’m working on it right now. 

f I’m sorry to hear that. Can you give me some details? 

g I'm sorry. I'm afraid it’s not allowed here. 1 

h_ Well, I think they might. 
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2 Sentence review 


How good is your memory? Fill the spaces in the conversations using one of 
the alternatives from the list below. Try to answer without looking back at 
earlier units. 


A; Well, it was great to see you again, Martha. 

B: Yes. And we should .... .. ) again soon. 

A: Good idea. ..... ? dinner next week? 

B: That would be great. > me a call at the office, and we'll 
arrange a time. 

A: Fine. ... ... 7 excuse me? I have to make an urgent call. 

B: Sure. I'll see you next week, Jim. 


meet / see 3 Make / Give 
How is / How about * Would you / May I 


A: Good, morning. ........ 
Mr. Casey, please? 


> Frank Hahn from Siemens. Can I speak to 


B: I'm afraid he’s not in right now. 
‘A: Do you know when .... op 
B: Later this afternoon. Can [I 7 a message? 
A: Yes, .. ® him I called and that I'll call again tomorrow morning. 
B: Certainly, Mr. Hahn. I'll ..° he gets that message. 
5 Lam / This is ® tell / say to 
© he returns / he'll be back ° promise / make sure 
7 write / take 


A: Good morning. This is Al Becker of Liqormart Supplies. I'm afraid I have a 
complaint .. *° our last order. 

B: I'm ' to hear that. What’s the problem? 

A: We think you sent the .... . ™ amount. We ..... 
of beer but you sent us 900. 

B: Well, I'm very sorry about this. I'll look into it right away and 

£ 1, if that’s OK. 

A: Fine. I'll expect to hear from you soon. 


.. 3 500 cases 


* of / about "3 ordered / commanded 
* apologize / sorry 4 get you back / get back to you 
2 false / wrong 
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3 Proposing a toast 
1 John Cooper is making a speech to his staff at the company’s end-of-year 
dinner. Put the different parts of his speech below in the right order. The 
first one is done for you. 


a_ Oh, and not forgetting the catering staff, too! You all helped to make it 
a great year. 

b We've had a very good year, and I'd like to thank everyone who has 

helped: 

Now, I'd like to propose a toast. 

d Well, everyone, it’s been a very enjoyable evening, and before we 
leave, I want to say a few words. 7 
To next year! 

f the R& D section, the designers, the sales staff. 


° 


2 Now listen to John Cooper's speech and check your answers. 


4 Ashort speech 


1 In pairs or groups, prepare a short speech of about five sentences, suitable 
for an end-of-course party. Follow these stages: 


Get everyone's attention 


Talk about the course 


: 


Thank your teacher and the other staff 


Propose a toast 


2 Choose one person from your group to make the speech to the rest of the 
class. 


3 Now give more speeches for these situations: 
a You are in a restaurant, celebrating the signing of a new contract. 
b You are at a bar to celebrate the promotion of a colleague, Terry 
Henning. 
¢ You are at a company reception. You want to thank a retiring 
colleague, Jane Garcia, for her twenty years’ service. 
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5 second Listening 
@ 1 Two people meet at a computer trade fair. Listen to the dialogue. Decide 
whether these statements are true (T) or false (F). 
a Herbert Berry’s company is involved in storing pictures on computer 
disks. 
b Each disk can only store a few pictures. 
c¢ Using computer-generated images costs about the same as going to a 
picture library. 
d Herbert thinks the quality of computer-generated images is as good as 
ordinary pictures. 
e Herbert believes that traditional photographers will find it harder to 
make a living in the future. 
f Roger is a photographer. 


@ 2 Listen again and fill in the missing words. 
Herbert: If you need a picture for a brochure or magazine, you can choose 
from several thousand stored on a single disk. 
Roger: A single disk? ......0.0..cc: ee 
Herbert: Of course, we have to own the copyright for any pictures we 
include on the disk. 


ROQES: vecseesseceerrseee 2 2 

Herbert: It’s a lot cheaper and much more convenient than going to a 
picture library. 

Roger: .. at, 


Herbert: Well, the quality of computer-generated images these days is just 
as good as ordinary photographs. Don’t you agree? 


Roger: Well, ....... 3 . 4 You see, I... 
Herbert: I think that in five years, traditional photography will be a thing 
of the past. 


Roger: Really? 

Herbert: OK. Maybe not in five years, but sooner or later it'll happen. A lot 
of photographers are going to have a very hard time. Don’t you agree? 

Roger: ..... otha 2 
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6 Word File: Reacting to what someone is saying 


1 


@ 3 


Look at the words and expressions below and decide which you would 
use. (You can use the same words more than once.) 
a to agree 
b to express doubt 
cto express surprise 
to show you understand 


T’m not so sure. 
Of course. 
Possibly. 
Definitely. 
Perhaps. 
No! 

Really? 
Right. 

OK. 
Absolutely. 
Is that so? 


Compare your answers with a partner. 
Listen and check your answers. 


Look at the dialogue between two people at a trade fair. Fill in the gaps, 
using a suitable expression from the list in 1 above. 

A: What do you think of the conference? 

B: I think it’s excellent. 

A .. | Is very well organized and I've met a lot of interesting 


A: It seems that most of the companies here have had a bad year. 

ia .... 2, Some people I spoke to said their sales are down by 
fifty percent. 
... 3! That's a big drop! 


A: Well anyway, | think there will definitely be an improvement next 
year. 
... 4. If the recession continues, sales will be slow next year 


as well. 
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BUH ROARORT ERENT MESSE TEER BETES 


rs Keeping a conversation going 


1 Look at this dialogue, which also takes place at a trade fair. Do you think 
this conversation will continue much longer? Why not? 

Hello, I’m Anna Martinez. 

Frank Mulhoney. 

Who do you work for, Mr. Mulhoney? 

Lasertronics. 

And what does your company do? 

Laser technology. 

Ts that a very specialized field? 

Yes. 

And what's your job? 

Sales Manager. 

How long have you been with Lasertronics? 

Two years. 

Oh... 


PREPPPOrP error ep 


2 Now look at a different version of the same conversation. What differences 

do you notice? . 

A: Hello, I'm Anna Martinez. 

B: Pleased to meet you. I'm Frank Mulhoney. 

A: Who do you work for, Mr. Mulhoney? 

B: Please call me Frank. I work for a small company in Seattle called 
Lasertronics. And you? 

A: I'm marketing manager of a design agency. And what does your 
company do, Frank? 

B: We produce different products that use laser technology. 

A: Oh, really? Is that a very specialized field? 

B: Yes. There are only three or four other companies in the U.S. that I 
know of. 

A: Is that so? And what's your job at Lasertronics? 

B: I’m the Sales Manager for the Far East. I'm in charge of five regional 
offices. It’s a lot of work, but I enjoy it. 

A: Right. How long have you been with Lasertronics? 

B: Two years. Before that, | was with... 


3. Now imagine you are at the same trade fair. Introduce yourself to another 
student. Talk about your company, your job, how well your company is 
doing, etc. When you are listening, respond to what your partner is saying 
by using some of the words and phrases you have practiced. Remember to 
ask lots of questions and keep the conversation going. 


LEER EDADERE HEROES E RAE ROTH HAE HERARH A ERHE MRR HES 
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eccccccccccesces CULTURE FILE eeeere 


Manager-Employee relations 
Managers have many different ways of developing good relations with the employees. 
they manage. Below is a list of ways suggested by a group of presidents of small 
Japanese companies. 


Suggestion 


Be a good leader by working hard 


Consult employees regularly 


Hold a morning meeting with employees 


Arrange moming exercises for the company 


Invite employees home 


Regularly socialize with employees after working hours 


Eat lunch with employees in the staff restaurant 


mlola|mlofolal > 


Go picnicking together 


Help arrange the marriage of employees 


J Attend marriages and family funerals of employees 


1 Which suggestions do you prefer? Write 1 next to the best suggestion, 2 next to 
the second best, and so on. 


nw 


Now compare your answers with your partner and with the rest of the class. 


3 Do you think that Western managers’ answers would be very different? Which of 
the suggestions above would not appear on their list? 


Vocabulary 
to consult: to ask other people for their opinions 
to socialize: to go out with other people in a group (e.g., to a bar) 


a funeral:  aceremony for dead people 
eceecece eorccecccecccces 
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eee eoccscne 


+saee° INFORMATION GAP AND NOTES ::: <<< 


Simpson wants. to play golf« one day’ soon, Bar his. diary is’ preity full, and he 
‘needs all day free to’ Play golf. When does he have'a free day? 


4 Below are eight appointments (2, 4; 6, etc.) taken from Ed's diary. “Seigeat A 
“chas eight other appointments (1; 3, 5, ete.). To find Ed's free day, you ‘have to 
’. exchange information about:Fid’s. schedule..Take turns telling each other about 
Ed's: appointments. Then write each appoint fae in thé correct place in Ed’s 


1 baseball game 0 one week: after the computer show. 
's Visiting ‘some:friends. 
first Spanish lesson two days. before the baseball game. 
ing TDK two days beloie he gives is’ presentation. 


Seseeesesesesuseeewesese 
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SOEHEH REC R THR OKESS EE 


Information Gap 


ROR RSERS SESE HTOTKTHEEHBHRETHS HETERO KEERE SEB EEE HH 


5 DESCRIBING PRODUCTS _ 


Student B:. Use. this page. 


In this game, one person chooses a prosducy and the other person. has to guess 
what the product is by asking questions about it. You may ask only these sik 
questions, but you my. ask them in By order HEE 


What's it made of? 
Who's it designed for? 
How much does it cost 
How big is it? 

Where can you use it? 
When can youl use iv. 


Student A will diocee a product. Student By "you have to start the game by 
trying to guess what the product i is. Ask aeesions like tise, 2S 


: What's it made of 

: Plastic, mainly. - 

: How big is it? 

+ Quite small: It can fit in your ae 

: Who's it designed for? 2 
Anyone who likes listening to: music. 

A Cassette tape? 
No, but you can “use it to, playa a ‘cassette etape. 
A walkman? : < 
Yes. 

: Right, Now its my turn... 


EEE eee eee 


Take turns choosing, and guessing. “Check S each ae after your partner oe 
guesses it correctly. The pair-that' guesses the most items wins. : 


a ballpoint pen eee a conlless plone 

ahammer .. a pair of gloves. ee 
a pocket calculator a bag of potato chips 
aneraser | @Sportscat 


a motorcycle an attaché case 


ROT EERE RE RRHHOHEHEHERRERH ETH E RHO RETO REH HSH HORSE 
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Information Gap 
SUT COH SHAE SHORTT THESE HEHEHE EOE DEHEEO SHADE EEE 


7 DEALING WITH PROBLEMS _ 


3. Dealing with a complaint ©. 


: responsible for customer. piety at BlectroMart You have to deal 
Suident. A's complaints. and corrrect the order forms. In a and ¢,-you 


“You are < calling fom Sears, ‘On May 8, you ‘ordered 150 Calor TVs, 

“ Model Number 1564XY. You received: the wrong’ models: they sent you 
Model Number I58X6Y. instead. €all ElectroMart and complain. The 
Order Number is is RF2354M. 


ELECTROMART WHOLESALE 


DISPATCH DEPARTMENT 


ALLIED STORES 
RS4599T 

5/12 

1s0 

PERSONAL STEREOS 
r-¥230 


c.-You.are ¢ calling from Dillard. On:-May. 14, you eigen: 100 Dishwashers, 
"Model Number CW-2730: You received the wrong color dishwashers: 


“you ordered grey; but they sent’ "you: white inste: Call ElectroMart and 
eomplain. The Onder. Nupiber ee 


ee Gomant WHOLESALE 


DISPATCH DEPARTMENT 
Customer: J © PENNEY 
order No. Rras43E 
Date order placed: s/11 
ay ponmaece €D LASS 
tow Ne MHC-P303 


eeesasenseaseg Soe eer eR eRe eHeee 
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eseocesre 


Information Gap 


SOORHRHHT TEESE OEE TEE HERERES SEES CES RH EE EEEERESH 


are : 
Seeeusede 
THINGS TO DO TODAY 


go through the morning mail 4 


call the London oftice X offtce hasnt opened yet 
check the spring sales figures # 


send a fax to Ms. Kinski in Los Angeles Aer fax machine ia out of order 


give a copy of the new contract to Mr. Day ~~ 


make arrangements for the weekly sales meeting # 


PSR SOEHHOSHEL AHH RHRES HERE SHER HORE SEH HH RE SEOBAEE 
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don't (do not) work 


doesn't (does nov) work. | 


totalk about ohedules, peu whens we eer to timetables, 
Your flight arrives at Kennedy. airport the day fier tomorrow. (Unit 3, 4.1) 
The ondon fight leaves at ten after size in the event 1g Unit 3, 4,1) 


: 3 is ‘ to tale one (enosany s Ss happening at the - moment. For 


3) 


HR ORES SDAES SHADED ESSERE TERTE RH RHKDEHE EEE ERHESAES 


o1 


Grammar File 


FRAP PH HHS HARE RRS RAEH ORE RASHES HEREOE RESO ESHER ATOR 


2 PRESENT CONTINUOUS a. 

FORM : ee : 
mn] are / is * pagent pais 

Positive and negative 2 : 

t | ‘m (am) | leavir 

“V'm not Cam. 

He 's (is) 

She +] isn’t-Gs not)... 

It 

We... | ‘re (are) 

You | aren't (are not)” : 

They. ae : . 


(When) Tam 11> | leaving? 
| is. [he 


USE 
We use the present continuous: 


1 te talk about something happening now. oe 
She is waiting in reception. Unit 8, 2.1) ee 
rm eal 9 on bebalf. af Mark Sim. Unit 2,34) a eS 


2 to talk about. something happenine around now, but not coe at tthe time. - 
‘of speaking. : 7 a 
We're making some big organizational changes (Unit 1, > » : 


3 ‘-with a future time expression fe. 5 femoris, on Sanurd 
about a ‘future arrangement. 5 
‘Tm making a presentation to the board at Mk 15. Conit 3, 1) 
We re taking the pictures this re (Unit 3 


PROP H SR RAMEE HERO EEH SEEKER ESS SORES OTR ERERGOS 
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Grammar File 


SRTHRRAOH HEATH ORRETHET RR RATE THEEDERORRSERH ERATE 


3 ee aera 


a bave / be bas * past pl € Ne, see lise of ieqular verbs on page 98. 


“4102 op 'vethave) | waitten. 
You. | haven't chave-not) 
We a : 
‘They 
He | ’s (has) 
She hast t Chas not) 


: The present, perfect is, in many ‘ways, a present tense. We use it: 
1 -when the situation now is linked in some way. to a finished. action. or activity. 
We've interviewed Miss Torres. (Unit 8, 1.3). 
_ [She is looking. at job advertisements becausd, abe bas decided to ss charige jobs. 
Unit 8, 2. dD. 


2 to talk about an acti¢ nor situation which began in the pen and continues into 
the present. 
~ Your Moscow restaurant has been pir for puss over a year now, (Unit 8, 4.1) 


Prices pave more Bate fetid because of fnflation. (Unit 8, 4.) 


just to talk about an ‘action ‘or activity which finished very fecenny 
: The ee ne (Unit 8, 1.1) . 


SSUES SHHEEHTH EHR ETHERCREE EHTS ERE THEE HAE EEE 
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Grammar File 


BORER ARRE ETERS ETH SSET SEHR RHOEKRTHE ERATE RBRH TEE HD 


Regular verbs end in - ed. “Also, see list coe verbs on page 


I called || yesterday 
He/she/it | rang 
You left. 


Negative 
didn't + infinitive (without - 
1 didn't (did not) | call | yesterday 
He/She/It | - : 


Question ae : a 
did + I/be, she, etc., + infinitive without to). 
Did { I : -eall | yesterday? 
he/she/it | ring’ |. 
we leave | 
you. ; 
they 


USE 
We use the past single ¢ to 0 talk he ace finishes actions in the past 
It rose by $8m in 1987. (Unit 4,2) : 

In both periods, coe ne shy m more cars “than Honda nit 4, c 1) 


BREATHE ERGTHEERARTRE SSE HAHHROHH ERTS RESCH HHHORS 
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Grammar File 


ORSERSHERE TAH HERTCHEHDRORHH EUR TRB RARATHETEHRAwHE 


5 will 
FORM: : 
swill + infinitive (without to), 
Positive and negative : 
a + AL will) write the report 
He/She/It_| won't (will not) 
We ‘ ‘ 
You 
They 
Question: 
~ (When) will | 1 “| write the report? 
ee he/she/it : 
we 
“you 
they 
USE & 
We use: wilh” 


4 to talk about the. future. 
Do you know when he'll be back? (Unit 2, 1.2) 
Demand for pain-relief drugs will increase steadily. CGnit 9,1) 
Most people wilt have a palmtop computer. (Unit 9, 7.1) : 


2240 describe a decision about the future, made at the time of speaking. 
Titcall again later, {Unit2, 1.1). 


3. with if ‘ben +. present t tense, to describe a_-possible or. probable future", and 
the result™. 
© If iv doesn’t approve Dolorex, “we'll carry out more research. Unit 9, 2.1) 
“*When- our competitors launch their products, “we'll increase our advertising. 
oe 9,2.) : 


RHE ROERHEKHEERSIRHEREH ERT HEE RH EHO RAR ORR EBAE 
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Grammar File 
PEROT H TRS STOUR ASR O HEHEHE RORREEHE LES HOTU SHOES 


(Unit: 7,1, oe 


USE — 

1. Polite offers and requests: 

"May Isit here? (Unit 1, 2.1) a 
Could you tell him Jim Carrington calle? nit 
Ein very sorry, Put would you excuse ene i 


2 inesciibing 4 peda pechbwue = 
You can also use it as A eiehone ( Gait >, 23) 
Where can you tse wt (Unit 5, 0): 


3 Giving advice, saying es : 


4 Describing sejtausas 
You must reconfirm your, “fight at si leust 72 2 hours before dewonin Writ 1, 2. 2): 
You must wel Seu peri ee handling, fet Cee 10, 2 “ 


3. Talking ; egal labile : : . 
Salaries may not increase next: pear. fe 9, a) 
- Profits may rise next pear. nit % 3.3) s 


_ Note: Neéd can be used either as 4 wodal UK English « ‘OF ano 
If you have no baggage, pou. needn't check in here. (Unit 10, 2 
ap you | have no. baggage. ee dont need to ee in ere Ceinay verb) eee 


ia disle' wa cia b.ed sieie'eass of Glee Sie's'bU'dik-wslnasae'y eeeatorcanc 
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Grammar File 


BUCH E METH T OS HOHE RTE T ROH ELA EERO ERTORTGARTEERETE 


BEE ORER EER ER ETHAN EYEE OT OOGHAASE DEKH EHBH ORE EDEH 


7 


Grammar File 


SOSHRERHRRSERSOHRTHRKEREOKESHHRRBESEHEHS HERE EEELESE 


# 
be 
begin 
bring 
build. 
buy : 
choose é ee chosen 
come sree : ame . come | 
cost ct Lee cost 
cut Sees ' 
do 
drink 
drive ~ 


RRRTRR EEE RHHEEAEHRORESS HEHEHE R SERS HEHE ERESSERHS 


98 


Grammar File 


SHPSSCTARH OSHS THERE HERE TREES HEHE KTE THK RTTESEE ERR E 


‘saw 
sold 
_ Sent 
~ Babe 
showed 
“spoke” 
“stole 
~ took 
-— told 
thought 
wore 
won 
wel 


_ PAST TENSE 


/ PAST PARTICIPLE 
“seen 
“sold 


sent 


_ Sat 
shown 


spoken 


‘stolen 


taken 
told = 
thought 


worn 


won 


written — 


PETE OCERHEH HE HTR SHES HTHRSRAFERSHRGHEDUSRTR HES 
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eee oeees 


1 
a. 


CONTACTS 
First Listening 


Dialogue One 


A 
B: 
& 


Pe Dew 


PF PEER 


oN Oe 


DER ew 


eo Po OP 


‘Are you going to London on business? 

Yes. And you? 

Yes, 'm going to be there for a few days. tm 
Carl Fowler, by the way. 

Pleased to meet you. My name's Alice Hansen, 
Glad to meet you, Alice. Do you travel much? 
Yes, do: My family say I spend more time in a 
plane than at home, -< 

{s that true? 

Well, perhaps it’s not quite true, but | do... 


Two 


- Ldon't think we've met. My name’s Bob Gates. 


I'm Akiko. Noda. Pleased to meet you: 
Do you work here in Chicago? 
‘No, fim just here for the fair, 


2 sothat's: interesting. Uh, would you: excuse me? | 


have to speak ta someone. 


OF boned tt was ince talking to you. 


“Starting a conversation E 

A: don think we've met. My name's Tim 
~ Reed. 

: Glad: to. meet you. tm Mike Lam. 


A 
B: 
A: Are you going.to Osaka on business? 
B: 
A 
B: 


: Yes. Just a oneday trip. - 

: Nice party; isn'tit? 

:: Really nice, 'm having a great time. 
A May! sithere? ‘ 

B: Please do. 


Asshort conversation 

‘Are you here for the conference? 
Yes. And-you? 

‘Yes. What do you think of it so far? 
Pretty good. Who are you with? _ 


Nabisco. I'm.in the sales division. 
: Oh, really? | work for Ajinomoto. My name's 


Teruo Matsuoka, by the way. 


: Glad to meet:you. I'm Luis ‘Rosario. 


Second Listening 


«> We're probably the best-known computer 


company in the world. The company was 


_ incorporated in 1924, and we mantfacture 


Sone eas 


mainframe computers, personal computers, 
networking products and system software... - 
We're making some big organizational changes, 
and we have great hopes for the future. 


2. 


2 
1 
A 
B: 
A 
B: 
A 
B: 
A 
B: 
A 
B 
A 
4. 


B: 
A 


We have a reputation for high-quality. At 
present, 77% of.our earnings come from our 
automobile division and 14% from motorcycles. 
Our 750 cc-‘motorcycles are especially popular. 
The company was founded in 1916, and we 


© now have around 80,000 employees. 
}. We produce the world’s leading ballpoint pen, 


and we also manufacture disposable pencils, 
disposable lighters, and disposable razors. Our 
short brand name also appears on the majority 
‘of sailboards sold in the U.S. and Canada. 


.. We produce and market metal products and 


industrial and construction machinery. We're 
also expanding in.other areas such as 
electronics, robotics, information systems, and 
land development. We have more than 50 
overseas subsidiaries and affiliates in the 
‘Americas, Europe, and Asia, 


. - ur company was founded in 1937. We 


manufacture cars, buses, and trucks, as well as 
‘engines and components. We have major 
production-bases in the United States, Great 
Britain and Thailand, and our main R&D centers 
are located in Japan, Thailand, the U.S., and 
Belgium. 

We're a privately-owned company based in 
ttaly, and have over 6,000 clothing stores 
worldwide. We're expanding our sporting goods 
lines, and now produce tennis rackets, skis, 
hiking boots, roller skates, and sunglasses. 
Right now, we're concentrating on the Eastern 
European and Asian markets: 


ON THE PHONE 


. First Listening 

: Personnel Department. 

; Hello. Could | speak to Mr. Feldman, please? 
Tm afraid he’s not at-his desk right now. 

; Do you know when he'll be back? 

‘ About three-thirty, | think. Can | take a 


message? 

Yes. Could you tell him Jim Carrington called? 
ti-call again later, 

Mr. Carrington. !s that CAR-R+-N-G-T-O-N? 


* That's right. 


Yes, {il tell him, Mr. Carrington. 
Thank you. Goodbye. 


Goodbye, 


. Telephone manners 


March Associates. 
Hello. Fred Jones, please. 


Tapescripis 


BOP OHTET STE THHERERESHEOOOHE SAE HHO HEE HORSE RHESE 


Persorry: He isn't in'the office at the moment. ° 
Could you tell mie when he'll be bak : 
¥m afraid | don’t know, 

Could Heave-a message, please? 

Of course. Your name, pleaset 

This is Mike Lam, . : : 

: Thank you, And what is the message? 
Could you ask ‘ie to-call me bate before 3:30, 
if possible? 


5.. Second Listening 1 

a eS oe Se 
Hi, Joe. This is Dick Bonetti from PRT. | have a few. 
questions about the annual report. Could you call 
me today, if possible? It's pretty urgent. | think you 
have my number, but just in cee its ABA bad 
9734. Bye. ; 


POS OE Oe 


Mr: Foster? This is Marsha Wess of Honda 


received your fax this morning, and ("call again 


this afternoon before five e leek. OK ‘Thank you, 
Goodbye. : : 


Joe? Hal Davis here. How about that golf game on | 
ive me a call athome. 


Sunday, Joe? Is it still OK? 
tonight — any time till midnight is OK. You-got 
number, right? Hey, wait, | got a new number 


just ‘a minute... OK, it's peepreyey OK? Bye. 


d : Q 
Hello, Mr. Foster, My namie is Casey, Steve 
and | represent CCS Security Systems. I'd lke to. 
call on you some time this week to show you our 


range of security prodicts and services. aa coe 


again later. Thank you: 


Soe; it’s Jill: | know. you don'tike ‘me to call ‘you at 
| Bil oes but I'm visiting the client's: factory : 


work, but thave to see you 
have to tell you, oh, i's so. 


“fit be waiting. Oh, and ae more thing 


2. 
a. Dick Bonetti from PRT called about the 


report. Please call him today at 4345449734. | | 
b. Marsha Weiss from Honda called, She has got 


Your fax. She will call again before 5:00. 

c. : Hal Davis called. Please call him (any ti 
before midnight! to confirm Saturday's; : 
game. HS new phone ratte is 21 725: 
3438. s 


you their product range. He will call again. 


2 POSE RTEOEN 


unty Systems - 
called, Le was 1 met you Bis we HOY 


e ditt caled. she wil meet you bnew at the 
ieee place: : 


Excuse me [ didn't atch the name. 
: Could | speak to Bob Wilson, please? 
;-Who:can | say is calling? e 
Martin Greensmith from Newgate Investments. : 
: ‘Hold the ine. M.connect you. ns a 
Hello. 
; Good morning, could! speak'080b lion, 
please? 
: ‘Speaking. — = 


| making a presestation 
‘What cee fone 


“Are you doing anything in the afternoon? | 


_ think we need to discuss thi 5 SOON aS 
~ Well, I'm leaving for: Boston at 5 coud 
‘we make it 4 o'clock? - - 
‘Mary: ‘That doesn't give us much time, Bill. How 
° about after lunch? 
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geritle 
‘ os 99, the Pulse Meter rach s ‘areal bargain. 


i. 1953, F.C. Hall bought the Electro String Co., 


| 5 DESCRIBING PRODUCTS 


.. First Listening : : 
now, ladies and gentlemen, I'd like to ‘show 


‘you our héw model, the Pulse Meter watch. The 
Pulse Meter is a watch for people who care about 
their health. Like other modern watches, it's light 
and easy to-use. It has a simple, modern-design, 
making it easy to read: It can be used as.a stop- 
watch, a timer, and an alarm, But the unique feature 


‘Meter is this: jt measures and displays 
er Of heartbeats’ per minute. I'm sure you'll 
men, that.at a’cost of only 


‘into another. You type in the word, and a 
~ translation appears on the screen. 
‘That's amazing! So, who's it:designed for? 

Well, for anyone who has to travel to a foreign 
country where. they don’t speak the language. 
‘Our research has shown that business people 
are our biggest Broun of eutorers: followed by 


's very’ “compact. You can put 
it in your pocket; just like a phrase book. 

How many words does it contain? - 4 
8,000. We think that's enous for. fnost normat 


languages? 
english, French, German, {talian, and 


‘see, How muchis it? 

: very affordable. The retail price is 
round $50. !'m Sure you'll agree that at that 
i Sa seal bargain in ay arewage! 


ickenbacker Guitars, Hall modernized 
and as a result, sales increased. In 


‘operations, 
| 1963, The Beatles began to play Rickenbackers. 


‘There was a great demand for Rickenbacker Guitars, 


| known as ‘Ricks’, so a larger factory was buit in 
: 1964, - However, during the seventies, tastes 
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changed, and sales levelled off. in 1984, F.C. Hall's 
son, John, took control of the company, Because 
John Hall improved efficiency, sales increased by 
42%. In 1989 exports rose 85%, and as a result, 
Rickenbacker won the Presidents Export. Aveta. 


4. Second-Listening 

1 Well, we found that outside the normal vecation 
‘season we had too many empty rooms. So, we 
simply wanted to. attract more people, especially 
young people, in the. end, we decided to install a 
sports club with its own swimming pool. We've 
also opened anew restaurant aimed at the 
younger market. I'm pleased to say:that both 
these decisions have been a great success. 

2 We made a big decision, a few years back, to 
start making camcorders in Malaysia. There has. 
been a rapidly growing demand for our product 
in South East Asia over the past five years or. ° 
‘80, and naturally we wanted to take advantage 
of it. Production started just over three years 
ago, and during the first two years we produced 
more than 20,000-camcorders:a month. » 

3. We think thére will be a huge market for. - 
automobiles in Eastern Europe; car sales might 
double in the next ten years according to our 
predictions, possibly even triple. Obviously we. 
can't be absolutely sure about what will happen. 
However, we have.analysed this region. in some 
depth and because of the potentially huge 


market, we have ‘decided to open a car: engine: 2 


factory-in Hungary. 

4 These days most people exercise regularly and 
are careful about their diet. Consumers are 
‘much more health-conscious now than in the 
past. We take this very seriously and we want to 
show people that the-food we'serve is healthier 
than-ever: Last month we decided to stop using 
saturated animal fat to cook our french fries. As. 
a.resuit, we now use only. top-quality vegetable 
oil. Of course it's more expensive, but we 
believe.a better product will mean higher sales: 
It's-also good for our image. 


7 DEALING WITH PROBLEMS - 


~ 1, First Listening 
Dialogue 1 oe 

“How can | help. you, Mr. Watanabe? 

: thave a complaint about our last shipment. 
What's the problem?) 

: Well, the items in two of the ctates were 
damaged. 


DEor 


SORE HRERE ED 


be. R 


SHH HRHOHATSSE RAR OHSEe 


‘A: sorry to: hear that, As you know, a policy. 
is to replace any damaged items free of. 
charge, and we'll pay the extra shipping 
charges: | hope it didn’t inconvenience you too 
seriously. Could you give me a few details? 
© First of all, what ‘exactly ... 


Dialogue 2 
‘A Lunderstand there's a onion with last week's. 

order, Ms. Butler.» 

B: Yes, you sent the wrong items. We ordered the 

 X200 model, but-you sent us X-250s. 

A: One moment, please... Ah, yes, it’s our- 
mistake. tm, very sorry about that. We'll take 
care of it right away. 


/| Bi Thank you. hy and there's one mors thing. 


4. Second Listening : 

E.R: John, (understand youve ade a wnber 
of personal overseas ‘calls during the past 
week on the office phone. fm sorry, but it'll 

~. have'to stop. OK? 

{B: Yes, | understand,-Mr, Norton. Itwor't 

~ happen again.) 

Everyone here likes the basic idea very 

mutch, but I'm afraid the design isn't quite 

right. It should be stronger and simpler:. 

Could you work on some new ideas? 

‘(B: All right..| think we can have: something 

ready by Friday. Is that OK?) 

Sorry, Murray, but ican't make that golf © 
game next weekend. | have to go to Hong 
Kong for a week or so. Sorry about this, 
but I'l get in touch when 1 get back, OK? 

(B:_No problem. Have a good trip.) . 

: Hello, Bill. Listen, I just got your. report on: 
the Texas project. I'm sorry, but it's not 
what | want. We neéd more facts, more 
‘hard information. OK? Come to my office 

- Tow and we'll talk it over... 

(B: lll be there right away, Mr. Norton.) 

: Hey, Jeff. Listen, we've got a slight 
problem with the last order. You got the 
goods, right:.? Well, I'm afraid we haven't 
received any payment yet. What's 
happening? 

(B: Yes, sorry about that, Rob. There was.a 
‘mixup in accounts.) 

Thanks for coming in the other day, Ms. 
Harker. We all enjoyed talking with you, 
and Fim happy to tell you ie fob i ‘yours. 
‘Can you'start on 

(B:. Yes, that would Dest tne Thank you, Mr. 

Norton.) 
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ca 


cH sCKIN oon 


Giorgia, how are the interviews tte the office 
~ fRanager job going? 


promising applicants. : 

:. Have you interviewed them all yet? 

: No, not all of them. We've interviewed Miss 
Torres, She was a very good candidate, 
extremely confident. My assistant is 
interviewing Ms. O'Neill; the second candidate 

"right now. She seems very enthusiastic. We 
haven't interviewed Ms, Schwartz yet, bat her 
Yelerences are excellent: 

A: It sounds like a difficult: decision! Well, please 

keep me informed, Tell me when you've made 
a Jerse. : ane 


2> OD be. 


‘ ‘second Listening : 
Mr. Colton, your Moscow restaurant ha ‘been 
open for just over a year now. : 
 That'sright. : 
"How is business? 
Just fine. We’ ‘re very happy 9 with the wale 
_ operation. 
How many meals have you: served at the 
_ Moscow restaurant? 
oB: We estimate that we's Ne served 2 milion 
= 7 meals. 

A: 20 million! That's @ it e meals! And is the 

“ menu.in Moscow the same as in. New York? 
B. Almost, but we've taker the fish fillet off the 


-aeMoscow dort He 


B: Oh, Ce fish; | ‘twas a supply problem. 
There isn't enough fish on the market here. © 
‘What other kinds of problems ave you had? 
Well, pries fave more than doubled because 

of inflation, and we've had otfier supply 
|. difficulties, but nothing too serious: 
A. Have you ever run’out of burgers or fries? 
_-No, we haven't, We've always tad enough 
burgers and fries! : 


‘A: So you have a lot of satisfied customers? 
B: | think’so. Mr. Gorbachev has visited with his 
family,arid he seemed pretty happy when he 
 Wwas-here: 
“Ay Finally, Mr Cohon, what about the ‘ure of 
= McDonald's in Russia?- 
B: We're very. optimistic. There are going to bea a 
- lot of changes in this part of the ole but 
co re here ‘for go0e. 


: Theyre going wel, Jack. We nave three very 


CRORS HO RHRERATES 
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PRET EER TREES RED EYEE 


9 FUTURE PROSPECTS 


1. First Listening 
Today, | want to talk about our new ‘sroduch the 
pain-relief drug Dolorex. In genefal, the sales 
prospects for this product are good, and I'm very 
optimistic. I'm convinced that people will prefer: 
Dolorex to other pain-relief drugs: the pills are 
‘smaller, and they taste better. Our market 
researchers think that demand for painrelief drugs 
will increase steadily over the next five years, which. 
is also good news. i 


On the export side, everything depends on the 
United States Foad and Drug Administration. If the 
U,S. Food and Drug Administration approves 
‘Dolorex, then we will be able to-export tothe U.S. 
and to: Manly other overseas countries. 


But what about the competition? | think at least two 
of our competitors will aiso launch new pain-retiet 
drugs in the next three years. However, because 
Dolorex is cheaper to produce than the others; | 


| think we will have a big sprentaee os over our 


competitors, 


6. Second Listening 


| Patrick: As you know, the video telephone is. ane 


af our-most important projects. We need 
to decide How successtut we think it will 
-_be-and how much:money to invest in it: 
“Hiroshi; can | start.with you? 
Hiroshi: —-!'m very optimistic. | think the video 
phone will definitely be an important 
product for our company in the future. 


Patrick: Why do you think so, Hiroshi? 
| Hiroshi: Um sure-people will like the idea of: 


seeing the: person they're talking to..A 
phone conversation will become more 
like a face-to-face business meeting. 


| Patrick: Maria, do you agree with Hiroshi? 
“Maria: Yes, | do. I'm also convinced that the 


~ os Mideo: phone will be a'big success: 

Patrick: How big? 

‘Maria: Well, | think-nearly: all homes imight have 
@ video phone in, say, twenty years. 

Patrick: . What do’you think, Roberto? 

Roberto: .{'m not sure. | think the video. telephone 

_. probably.won't be our-most important 

new product, 

Patrick: a : 

Roberto: ‘Because they'll probably be too’ 

= “expensive. Think how.much.a video 
camera costs now. OK, the.cost of video 
‘cameras might be much lower in twenty. 
years. Still, 'm certain that the 
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~ technology wonlt be cheap enough for 
everyone to have a. video plots = even in 
— ‘wenly years. ° 


“| Serious, and every 
| believe that positive 


10 REGULATIONS AND 
ADVICE oe 


First Listening ee 
«So, John, let’s go over the deta of thet. 
OK. What time do have to Onets 
Heathrow? 
By San oe 
9, OK. ‘And are at Keeney around one 
© o'clock in the afternoon, right? 
“1:10 to be exact; and you dont have to worry 
about getting to your hotel Tevet be.a limo 


PF SP OF r 


Oh, sd tink yu shuld he Oca toe ce 
the airport, just to confirm the dinner date. 
: Thats at 8 o'clock at the Four Season right? 


Can t walk there from my. hotel 

¢ No, you can’t walk. f’s right acros c 
remember, you shouldn't be late, Bill likes 
people to be on time, ; 

B: | understand. 

AL if. Io have any problems ist phone 

B: 

5.. 


SUED Po 


rfaxus, | 


Oe 


Second Listening 
Thank you for coming this afternoon, fois and 
gentlemen. : : 
& Tosa the world faces many:er oe 
blemis: global warming, desertification, 
polion. and many others. i ‘people think that 
S; 


make essen iepabytibnettgse Sook 
But we also have to satisfy the creme OTT 
of. comfort, price, and efficiency. eof 
One example of this is the catalytic-cor M ter, 
- Which.was introduced on vehi 


However, Wwe iil have to reduce carbon: 
emissions, and to do that, there are three 


fuels and, more generally, we have inp tte 
design of our engines. 
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James: 
Alice: 


James: 
Alice: 


James: 
Harry: 


James: 
Harry: 
James: 
Harry: 
Carol: 


Harry: 


who aren't our customers yet and explain 
_. Why they should open an account with us: 
So how about making more cold calls on 


potential customers at their homes and 
“offices?” oe 

Interesting... Yes, Ace. What do-you. 
think? 


Can you give us an example? 


‘our employees — you know, bonuses, 


profit-sharing, investment Plans, t that kind 


‘of thing? 
Harry? 


also need to give our customers an 
“incentive to bank with us. Customer 
~ loyalty is as important as staff loyalty. 
What do you suggest? 
How about this? We give our customers 


bank. 


watch? 
No, | was thinking of something more 
practical: Top Guality potatoes, for 
example; 
Potatoes? | don’t quite understand that, 
Harry. Why potatoes? 


in California they gave. away-25,000 


_ pounds of onions last year and. everyone : 


a nietons gestae 


12. REVIEW AND SAYING 


Con 


ane te 


sores 


Can | smoke hiere?. ; 
Could you ask him'to call me as soon as 


possible? 
Have you finished that-sales report yet? 

Do you think sales will continue ‘prise next 
year 

I'm sorry, bust wil ou excuse me fora 
moment? | have to talk to'someone. 


Let's see. I'm meeting a client in the afternoon. 


‘As you can see, sales tose sharply in June. 
{s this the shipping department? The last 


shipment we received from you was damaged. _ |. 


I'm sure that if our employees have more 
incentives, they'll be more motivated and 
they'll give our customers better service. 


Yes. How about improving incentives for 


{think Alice's ioee | is excellent. aut we - 


some kind.of free gift when they visit the 


A gift? You mean cash, free insurance, a... 


Well, at University National Bank & Trust 


6. Second Listening 


Herbert: 
Roger: 
Herbert: 


Roger: 
Herbert: 


Roger: 
| Herbert: 


Roger: 
Herbert: 


Roger: 
Herbert: 


Roger: 
Herbert: 


Roger: 


| Herbert: 


Roger: 


Herbert: 


Roger: 
Herbert: 


} Roger: 
| Herbert: 


Roger: 
Herbert: 


‘Hi,| don’t think we've met. I'm Herbert 
Berry... 

Roger Eliot. Pleased to meet you. Who 
are you with? 

(work for.a computer graphics 
‘company. 


Really, which one? 


Microvisual. Have you heard of us? 


° Merovisval Tmnot sure. What exactly 


do you do’ 

Well, oe involved in ‘computer. 
generated images. At the moment, we're 
building up a catalog of rints atom all 
‘over the world. 


Right. 

If you need a picture for a brochure or 

magazine, you ‘can choose from several 

thousand stored on a single disk. 

A single disk? Amazing! 

Of course, we have toown the copyright 

ne any pictures we include on the disk. 
hte. 

its. a lot cheaper and much more 

convenient than going to a picture 

Horary. 

Is that ‘so? 

Well, the quality of computer-generated 

images these days is just as good’as 

ordinary photographs.: Don't you agree? 

Well, not ‘entirely. You see,.[... 

think that in five years, traditional 

photography will be a thing of the past. 

Really? 

OK. Maybe not in five years, ; but sooner 


- or later itl happen.’ A lot of 


photographers are:going to have a very 
hard time. Don’t you agree? - 

Perhaps. 

What do you do by the way? 

Me? I'm a photographer: 

A photographer? Oh, | see. 1 mean, that’s 
great. Look, when I-said photographers 
are going to have a hard time, what | 
meant was... 
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1 CONTACTS 


1.1° One:. They are in a’plane. 
Twa; They-are at a party. 


1.2. see Tapescript, page 101 


1.3" a {don't think we've met “ 
= Are you-going to London.on business? 
Bo you work-here in-Chicago? 
b Would you excuse me? 
It was nice talking to you. 


2.1 see Tapescript, page 101 
2.205 b4 c2 d) e3 
Bloc bfae gid 
4.2 a: dialogue 2” 
b: dialogues 1 and 2 
cc: dialogues 3. and 4 
d: dialogue 4 (because B interrupts A) 


5.2 1.1BM 
4 Kobe Steel. 


2 BMW 
Selsuzu 


3. Bic 
6 Benetton 


61 a5 BB c7 ¢6 64 43 gh he 


Culture File 
a3 B65 ded f2 


2 ON THE PHONE 
12-¢ 


1.3. see Tapescript, page 101 
4.1 see Tapescript, page 101 


5.1. ¢ Sunday, not Saturday 
tomorrow, nat today 


5:2 See Tapescript, page 102 
Zl a5 b7 cl dd e8. t4 22 h6 


7.2 See Tapescript, page 102 


3. SCHEDULES AND 
APPOINTMENTS 
1,2. see Tapescript, page 102 


ANSWER KEY «0009 «555: 


2.1 T, today .:2' tomorrow 
3 the day after tomorrow 4 this Friday 
§ this weekend 6 next Thursday 
7 the Tuesday after next 


3.1. a You're meeting her at 3,00 
b. They're pot. coming today. 
¢ ‘He's arriving by plane. 
d. We're holding’a press conference 
tomorrow, 
e: I'm not doing anything this afternoon. 
f. They're sending Us a replacement soon, 
‘g She's giving the presentation on Friday. 
h: You're not playing tennis next week. 
i. Pr speaking to the board today. 
j. We're not going home tonight. 


41 see Tapescript, pages 102-103 
42 see Tapescript, pages 102-103 


5° 1 When are you flying. to Tokyo? 
2. Where is the conference this afternoon? 
3. What'are you doing Thursday morning? 
4 What time does your train leave tomorrow? 
5 What time-are we-playing golf today? 


6°” Ed's free day.is Wednesday 27th 


Culture File 
ld 2h 31 4f 5) 6a 7g 8e 
Be 10d 


4 COMPANY PERFORMANCE 
1.2 see Tapescript, page 103 


4.1. Toyota started making cars in the USA in 

1986, not 1985. 
in'its first year, it produced 13,000 cars, not 
14,000. 

This was much tess than Honda, not much 
more. 
Both companies’ sales rose slightly in 1987 
and 1988; they didn't fall. 
In 1988, Honda produced 4,000 less than in 

_ the previous year, not 4,000 more. 


5 a1,3,5 b2 c4 a7 e6 
6.1 43 b5 c2 d6 e4 fl 


Answer Key 
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5.2 


Al: 
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1 


3.2 


N 


DESCRIBING PRODUCTS | 
1 health “2 use® 3.-modern. 
4-unique 5 costs .6 bargain 
al idealfor .2 are 3 casts 

4 have 
b 1 perfect for... 2 fitinto”. 

4 included 7 
Libegi “2afi 3cdh 
a portable photocopier 


a6 b5. c2.d4 63 fl 
ec hed Hf. jb ke le 


unique: °~ bargain: 


include 
feature design value 
contain —_ ideal. easy perfect. 
see. Tapescriat, page 103 3 
a. What-can it do? 
b Who buys it? 
c: How. big is it? i : 


d How many words does it conta?” 
e° How many. languages does it have? 
£. How much does it cost? 


2-e-unbeatable prices 


1-b-compact. 
3cstate-oftheart ~~ 4-dversatile 
S-auserfriendly 


a: powerful. comfortable’ reliable safe = 


b: comfortable. clear’ “centrally-located 
c: delicious "refreshing. 
d: smart comfortable waterproof 


“TALKING ABOUT 
DECISIONS 
deapbec ne 

a aS aresutt bso cand 
1d.2f 3e 4b 5a 6c Te 


J:hotel 2 camcorder 
4 fast food 


3-engine 


Company’ 1-0-3 
Company 2-B+1 


d Because. 


e Sompaiiy * AE 2. 
1 


5.3 


Company 


inform. formation 

Qperate ‘operation ti 
Corporate corporation’ 
‘introduce introduction 


“oproduce :production 
~ install installation 


explain explanation a & 


©: inform / information. 


_ us introduce / introduction. 


ur produce / production 


“at install / installation: 


a: explain / explanation 


stress comes in the syllable before -tion 


Two! 


l Barbara Blue: perfume 


Gordon Green: cigarettes 
Robert-Red: pen 
Wendy | White: whiskey 


DEALING WITH PROBLEMS 
‘One: c 


‘one:bcf 
Two: eee 


Py 6 251 455 


“lb. 2£.3d fe Ba be 


“a tim very sorry to hear that. 


_ b Please accept our apologies. 


6.2 


41 


c. | don't understand how it Nappened. 
dit won't happen again.» 

e.. [ll sort it out right away, 

f . You have my word, 


ab b3 c2 46 e? Hed: 


“ CHECKING PROGRESS 


ke 2b oa 

see Tapesenet page 105 

abs eal Cea Dae Ee3 
af bT €T dFoeF fT 
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32 acant “y shout” 
@ should -e cant 


f shoulda’: 


1, have 10. 8 can't 


ch stout 


'b carbon dioxide“ * 
“ ¢ Alternative fuels 
d ‘environmentally friendly 
6. global warraing oe 


| culture File 


oo 6b 


ig tcathae to ae 


Answer Key 


SeDOSEREEES HEH 


61,33 bd C4 Gl eb 12 


Saudi Arabia: é © Mexico: ¢ ‘Taiwan: bg 

11 MEETINGS AND. 

|. | DISCUSSIONS © 

ae advertising Aashion 
b agenda 

od fel 

1 o7 e2 £5 ¢3 


: 5.1. 1 everything -- 2 arrange 
Show.) 4 fine 


‘five music: 


Le a shat 
, fine. 


e a6 b4 


6.2. “carck 3.” Pete: a 
fice a Hato oa : 


| 2 Sa mE aaiNG 
THANK YOU 
VA le 2e 3g 40- ba 6b 74 Bh 


}a2 1g 2b 3e 4h 52 6c 7d 81 


{meet 2'How about 3 Give 4 Would you 


5 
“6 This is 6 hell be back. 7 take 8 tell 
| Qimaké sure TO'about 11 sorry 
: 12 wrong © “13 ‘ordered 14 get back to you 
Bld bfa ce. 
51 at br eF dT eT fT. 
‘52 see. Tapescrint page 107 
61 a: OK, Gl course, ‘Right, Absolutely, Definitely 
br Im not sure, Possibly, Feitape, Really?, 
Is that so? 
‘¢: Really? No! |s that so? :. 
“de OK, Right 
6.4 1 Absolutely, Right 


2 Absolutely, Right, Definitely 
3 Really, Is that so?, No! 
4 tm not so sure 
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